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A .tjuil 

CENTOL INTELLIGENCE AGENCY REGULATION ■' NUMBER | 

3 December 1952 

17. PROMOTIOWB AED DECOMTIONS FOR . MILITMAY PERSONNEL ASSIGN!.® TO CIA 
A. Promotions 

(1) General 

All reconunendations for promotion of military personnel 
£i. 03 lgned to CIA, Including those based upon "combat zone 
criteria," will be processed through the Military’- Personnel 
Division, Personnel Office, The Chief, Military Personnel 
Division, will provide advice and guidance relative to the 
eligibility requirements applicable to promotions in the 
Armed Forces, 

( 2 ) Officers 

(a) Special recommendations for temporary promotion of 
officers assigned to the Central Intelligence Agency 
will be submitted to the appropriate services only in 
the following circumstances; 

(1) When the nature of an individual's assignment 
in the Central Intelligence Agency is such that 
his true responsibilities and accomplishments 
cannot be made available to selection boards in 

the normal manner. In such cases, secure processing 
of recommendations on a "need-to-know" basis will 
be accomplished a"** the times when selection boards 
are in session. 

(2) When the parent service publishes special, one-time 
criteria involving written recommendations for 
promotion of outstanding officers who are not 
included in the automatic zone of consideration, 

(3,) A'/hen selection boards are in session considering 
officers who are in the eligibility zone, or at 
any time an officer's performance warrants, special 
efficiency reports and/or commendations may be 
submitted to augment over-all performance records, 

( 4 ) When an individual's service in the Central 

^ Intelligence Agency is sufficiently outstanding 

and meritorious to warrant exceptional consider- 
ation for promotion ahead of his contemporaries, 

(b) Recommendations, special efficiency reports, and 
commendations may be submitted to selection boards 
considering officers of the regular services for 
permanent promotion, subject to instructions issued 

* by the services concerned, 

' .- 1 - 

f ' SECRifT 

Security inforiTi:..';.;, 
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER 


IT. EROMOTIONS AND DECORATIONS FOR MILITARY PERSONNEL ASSIGNED TO CIA 
• A. Promotions 

(1) General 

All recommendations for promotion of military personnel 
assigned to CIA, including those based upon "combat zone 
criteria," will be processed through the Military Personnel 
Division, Personnel Office* The Chief, Military Personnel 
Division, vill provide advice and guld^ce relative to the 
eligibility requirements applicable to promotions in the 
Armed Forces . 

(2) Officers 

(a) Special recommendations for temporary promotion of 
officers assigned to the Central Intelligence Agency 
will be submitted to the appropriate services only in 
the following circumstances: 

(1) When the nature of an individual’s assignment 
in the Central Intelligence Agency is such that 
his true responsibilities and accomplishments 
cannot be made available to selection boards in 
the normal manner. In such cases, secure proc- 
essing of recommendations on a "need-to-know" 
basis will be accomplished at the times when 
selection boards are in session. 

(2) When the parent service publishes special, one- 
time criteria involving written recommendations 
for promotion of outstanding officers who are not 
included in the automatic zone of consideration. 

(3) When selection boards are in session considering 
officers who are in the eligibility zone, or at 
any time an officer's performance warrants, special 
efficiency reports and/or commendations may be 
submitted to augment over -all performance records. 

(4) When an individual's service in the Central 
Intelligence Agency is sxifficiently outstanding 
and meritorious to warrant exceptional consider- 
ation for promotion ahead of his contemporaries. 

(b) Recommendations, special efficiency reports, and 
commendations may be submitted to • selection boards 
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ER 3 -2691b 


is 1952 


MEMORANDUM FOR: Director of Central Intelligence 

SUBJECT : Promotion for Military Personnel Assigned to CIA 


1. A review of Agency and Service policies for the promotion of 
military personnel indicates that the following conditions should govern 
this Agency’s actions in recommending or supporting promotions when the 
Agency has determined that such recommendation or support is necessary, 
deserved, or appropriate; 

a. When the nature of the assignment of an officer is such 
that his true responsibilities and accomplishments cannot be made 
available to selection boards in the nonnal manner, 

b. when the parent service publishes special one-time criteria 
covering officers who are not included in the automatic zone, 

c. when selection boards are in session considering officers 
who are in the eligibility zone and special efficiency reports or 
commendations may be submitted to augment over-all performance 
records, 

d. when an officer's service with this Agency is sufficiently 
outstanding to warrant consideration ahead of his contemporaries, 
and 


e. when regular officers are being considered for permanent 
promotions and recommendations, special efficiency reports, or 
commendations may be submitted to the selection boards. 


2. It is recommended that these principles be approved for inclusion 
in Agency Regulations. 



Deputy Directs 


TOLF 

Deputy Director 
(Ac . '.nistratlon) 


APPROVED 'MSAPPROVBD- 





Director NOV 21 1982 
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MEMORANDUM FOR: Assistant Director (Personnel) 

SUBJECT : Promotion of Officers of the Mllitaiy Services 


1« On id Septesiber 19^2 the Executive Asslstemt to the Director 
(Mr. Eanaan) advised me that the Agency policy with reference to pro- 
motion of officers of the military services on duty vlth CIA irould 
he as foUovs: 

a. CIA will recoomend the promotion of officers in only 
tvo cases; 

(1) When an officer assigned to CIA has heen passed 
over for promotion hy his service, either vlttingly or 
unwittingly, due to hie assignment with the Agency and 
Is actually eligible for promotion according to the 
requirements of his partlcxilar service, and When there 
is definite reason to believe that his assignment to 
CIA has preJtWLlced his consideration for promotion; 

(2) When an officer is doing a specific Job for CIA 
in an excellent manner and where he coiild do a better 
Job if he held the next higher grade. 

b. The OS position to which an officer of the services might 
be assigned In CIA, regardless of idiether this grade corresponds 
to his military ramk, will have no bearing whatsoever on consid- 
eration for promotion. 

2. ISiese Instructions were issued personally by General Smith 
today, l8 September 1952, and will be strictly compiled with. 

25X1A 





ee: DD/I 

DD/P Att: CAC 
Dir of Training 
AD/Coomo 


L. A. WHITS 
Acting Deputy Director 
(Administration) ; 


RESTRiCTED 

Securify Information 
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TO 
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NO. 

1 DATE 

, OFFICER'S 
INITIALS 

RHC'D 

FWD'D 



.53 



2. 


- 



-6k. L- 


r r ' 

\0f3l 


4, ^ 





D^J/i 
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15. 










COMMENTS 


5X1 A 


2 . 


Chief of Military 


15X1A 


Personnel, has the original of this 
memorandum (AD/Pers copy). He states 
that there has been some repercussion 
from the Pentagon due to premature 
dissemination of information contained! 
in t)^ip memorandum; that he is taking 
issu^^or "protesting" the memorandum 
in part; that he is proposing the 
issuance of a new CIA Re flatin g . 

(undoubtedly superseding ! ~l of £5X1 A 
16 May 19^1) which will incorporate 
some of the "thought" in the attached, 
but will be couched in somewhat 
different language. 

The Colonel states that his 
"protest" is about ready to start on 
its way up through channels. His 
recommendation xcocist is that we 
withhold any dissemination of policy 
stated in attached memo, pending 
resolution of points at issue or 
issuance of new cl ^ bn. 


lo/lV^2 



JAN J950 >»« 


RESTRICTED 

U. a. GOVERNMENT PRINTINC Omcc 10 — 02023-1 
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MiI40Ei\riDUH FOR: Aasiotont Direc'bor (Pereonnol) 

bUBJi.'CT ; pj’oniotion of Officei’a of 'tlac Military i:it‘rvj.ces 


1. On 18 ^eptecitor 1$^}2 the i3xecutive Assistant to Uiu Director 
(Mo*. Eannan) adviced mo that the policy witii refe-rence to pro- 

motion of officers of the military services on duty with CIA wo^dd 
"be as ibllovra: 

a. CIA will rccoiKiiend the proiiiotlon of officers in Oiily 
two cases; 

(1) ’lien an officer aasigned to CIA hac been passed 
over for pramotlon by his service, either fittingly or 
iinwittinglyj dvie to his assignment with the Agency and 
ic actually eligible foi’ promotloii accordliig to the 
requirements of hiei particular service, and when there 
is definite reason to believe that his assignanent- to 
CIA has projudlcad hie consideration for promotion; 

(2) Wien an officer is doing a specific Job for CIA 
in an excellent inanner and where he could do a better 
job if he held the next higiier grade. 

b, 'The GS position to which an officer of the services ralglrit 
be assigned in CIA, regaa'dlees of vhether this grade corresponds 
to Ills rallitary ra^c, will have no bearing wliatsoever on consid- 
eration for promotion. 


2, These instructions were iosued personally by General Smith 
today, l8 September 1952, end will be strictly complied witiu 


ccj m/1 

m/p Att: CAO 
Dir of Training 
AD/Commo 


/V 

L. K. WHITE 
Acting Djapu'fcy Director 


RESTRICTED 

^Sficurily InFormafion 
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Sociiriiy Ini 


/y/l ^ O - o 


TO * Deputy Director (Administration) 


30 April 19^2 


FROM ! Acting Assistant Director (Personnel) 

SUBJECT: Agency Sponsorship of Relief from Military Duty 
to Accept Employment 


!• PROBLEM. 

The Central Intelligence Agency lacks a general policy 
statement on civilian employment of officers of the armed 
forces. The need for such a policy increases daily due 
to the acciunulation of a number of specific cases of 
officers on extended duty with the Agency, whose return 
to their parent service has been deferred pending decision 
by the Agency as to their status. 


2* FACTS BEARING ON THE PROBLEM. 


a. Requirements for military personnel in the Agency are 
supported solely ty virtue of the need for military 
skills and status. The primary policy agreed to with 
the Department of Defense in regard to assignment of 
military personnel is the requirement that no military 
personnel be assigned duty which could be performed, by 
a civilian. 


b. Certain military personnel, among whom are officers of 
the regular services, have been assigned to the Agency 
for extended periods in excess of normal military duty 
tours, and have acquired training and experience which 
are difficult to replace and which lead the operating 
divisions to seek to retain the services of thpBp» 
in a civilian capacity. In one case, of 


which was forwarded for your review on 6 March 1?52, 
the request for Agency censorship of this officer's 
resignation was rejected. 


c. In addition, there is the broader problem of contacting 
military officers not on duty with CIA as to employ* 
ment possibilities, and the necessity of clarifying the 
statutory limitations placed ty P, L. 53 on Federal 
employment of certain categories of retired officers. 


25X1A 


i;';: : i 

W v. j S ti ' I c i C 'J i i; v; 1, 

Beciirity Infcrrnatioir 





I^AY 2.Y 1952 
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3. DISCUSSION. 

1. With respect to military officers assigned to duty in 
CIA, the Agency faces a serious situation ■whereby efforts 
to retain military personnel, not only beyond nontial 
duty tours but even by means of transfer to civilian 
status, coiild possibly jeopardize relationships with 

the Department of Defense, It does not seem advisable 
to allow this situation to continue, 

2, There have also arisen procedural problems in connection 
with contacting members of the Armed Services not on 
du'ty with CIA where policy guidance is required by the 
various offices and di'visions, 

3* Present Agency regulation on contacting of retired 

officers for employment calls for prior approval of the 

Director in all cases. It is felt that this regulation j 

was intended to apply only to those retired officers 

subject to the provisions of P, L. 53j which place a 

statutory limitation on Federal employment of officers 

who have been retired for longevity or reasons other 

than disability, 

i;. CONCLUSIONS. I 

Policies concerning civilian employment of officers of the 
armed forces should be uniform and consistent, and conform 
to agreements and understandings with the Department of 
Defense, While the matter is particularly acute with 
respect to officers on duty in CIA, guidance is also needed 
on employment contacts with the entire military establish- 
ment , 

ACTION RECOMMEITOED. 

That the attached regulation, which represents an amendment P5X1A 

to CIA Regulation | | Procurement Contacts, and which 

establishes employment policies for Regular, Reserve and 

Retired officers, both on duty in CIA and elsewhere, be 

issued. 


Attachment 


25X1 A 

MTTHEW BAIRD 



'Security liiioriiiatiorT 
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ER-2-90^8 


15 May 1952 


MEMORANDUM PX)R: Assistant Deputy Director (Administration) 


: Executive Qffj.cer for Deputy Director (Plans) 

SUBJECT : Agency Sponsorship of Relief from Military Duty 

to Accept Employment 

REFERENCES : a. Memorandum from Acting Assistant Director 
(Personnel) to DD/a 30 April 1952, subject 
as above* 

b. Memorandum from ADSO to DD/A 13 May 1952, 
subject as above* 


1* In accordance with your request, reference a* has been 
reviewed and the following comments are submitted, 

a, DD/P concurs in the comments contain«'J in reference b, 

b. In addition it is suggested that paragraph B (1^) (a) (1) 
be revised to delete the words Wor aid" appearing in the first “ 
sentence and that the second sentence be deleted entirely* 


Enclosures (2) CHARLES V. HULICK 

cc: ADSO 
ADPC 




CONFIDI^NTIAL 

Swtirlty inforRMUbe 
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13 May 19^2 


MEMORANDUM FORj Deputy Director for Administration 


VIA 


Deputy Director for Plans 


SUBJECT ; Memorandum From A/AD (Personnel) to DD/A, 

dtd 30 Apr ^2, subject: Agency Sponsorship of 
Relief from Military Duty to Accept Employment 
(ER-2-881i9) 


25X1A 


_lj I do not concur 


.n the suggested revision of regulation 

there is insufficient leeway granted 

I or enaoiing a nandi-uj. of regular officers to civilianize to 
accept employment with the Agency. It should be recognized that 
the number of such officers will probably never exceed one per 
cent of those with the Agency. It should also be noted that 
those the Agency would sponsor in civilianizing could be demon- 
strated as for the general good of the government. Further, 
do not believe that the Agency's relations with the Department 
of Defense would preclude assisting a very small handfiil in 
civilianizing. Admittedly, these would be exceptions to the 
general rule, but with regulations so written even they would 
be excluded. 


2, I would suggest that this paragraph be amended by a 
statement to the effect that "where the general-welfare of the 
government is affected, exceptions to this rule will be made 
upon specific approval by the Director", 25X1 A 


LYMAN B. KIRKPATRICK 
lAgsistant Director 
ySpecial Operations 
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ADMINISTRATIVE INSTRUCnOM 
NO. I I 


SUBJECT; C.l.ottit'ing of tEiploycoo rT-ioj;’ to Pinal J’<ip,iont. 


lo PinaX paynont for por’rjoatxl aoi’vxcos v;ill l;o nin.da only aftor it 
'hc\a boon officiaXly cortifiod th*.t an. o^iijoloyoo in not oblif/.dynJ to 0IA« 

B., O.fAic-io.1 cation an to oxi onpioyoe^r; obli;T;nt;lon cinata/.'. 

v/ill.i 'bo .r'.j.'3'io on ’’Final .Payiiav.nt CXearanco Sheet,’’ Poriri I'io* when o.n 

f:!npj.o;i/oo in teii;’,m:lnatin (';5 ijyr.'v'i.nfi; for ovox'aoa';;- du't;/, taking, loa.vo wi'Wiont 
pay .Cor 60 or Dioro caleudax' days, or v;hcn •braj'iofoi’rin.f; froir. •roxiob.ero'.i 'bo 
auTouc/icrod .fi.vnrls status ox" vico ■verscu 

The office to v/hich a Piopc.r>a.'b'i.vi,f'^ cniipIoysG iw aaaif.'’ac-3d vilill 
x,',otl.fy the 'Poraonnol Drsmeh, .Afid'l, of tlic contE3nip.lahc.d Gction b 3 r the oub-^' 
i/dsfilori: of ■’ Perfior.i'nol Action Rt^cu'.eutj,'’ ^''or::t No.. 37’ -’3, at IcPist on«;j vreok 
prio'r to the enployeo ' « last v/orlcinp; 

■do Npon roceipt of Porxti Ho., 37-3, the Poniormol Drancii, At?.';,, v,':’.lX 
itritiate Foi*n Iio« Sd-SO and r;i. .11 viotify the omplo'ycc, •bhini'.iyh .irlu Adialain^-’ 
trative Officer, exid the Inx’-onti.gation Division, Socus'';!.ty Bra-ook,, Iiispor;-*- 
tion and Socixrity,,. v'-.C tho date act fos' tho ojr.it irrcOTVi.cvr ,, vfn'ich xrili 
i!i;i3.al.ly 'be? %lth..in .fo:c*'l-,y<-ci,ip:iri: hoi\re 'prior to (krpo.X'’t.t,jro« i'ho Forooanei 
Branch, 7*1;?, I, at t.hc7 t'ino of e.’rit In'i'.orviow x'd.ii furi'vish tiif- otr.ployoo TCVfch 
.Fcfi'ni I'7o,» r.<l'~30y av/,c? xviXl no'biiy -blie Itlvieic.c, Soonrity 

Branch j, IdiB, 'bixa'b the oinplcyce ic ciloarinff,. 

6« Ccnplotiori of the form, except as provided ir: paragji'ap'ii 8, ludll 
oe in t'ho most cfificient numerical sequence to bo indicated by 'bhe Person- 
:r;,ol liroinch, A£c?.I, T,ho las'b cer'bifi cation "Jill bo by 'the app'rop'ri.atc paj'’" 
of.fioo: (l) Fo'r oibxilir'iic •" Fiscal or Special C'e 2 a’'icer, Division, ?3u,d(-jo'b 
and Fimmes, Brsneh, AicLI, or Special Funds Division, 0, SO,, (2) For railitary 
porooiraol - lla'vjj.X Ai3xiTlnistrat5.Te Connand, or HoackrufrrtG.Ts De'sachraont. 

Sv When £.11 clsapaiicos h-avo boeii obtained, 'bb© d!7)^.loybb will .’jigx;, 

•fche form -©nd ‘leave It with the '.payiiir; offiooi 

When the cinployeo i.s r.'unsara'i.lablo, his Aciminiatra-tivo Officer xtJAI 
obtain tho roquiyod cjLparcncos on‘'Fortn i.v'i-"7$9 rhd fo'i'i;ard. i'-b to tho appro-*; 
prlato) payinj^ off^.co ’without tho OKiployco’c sio;natur|ri ' ' ' ' ' ; 

' i 1 . ’ ^ i I i ■ y 

8« In tho IK S.. field officer., tho Chief of the station wil.! dG~brie.C 
tho otriployco, exocuta cortifica'bions Wo* 2 snd Wo. Sj^ txnd forward Form Wo 1 
S'-i’-SO to the appropriate) Washington Koadquartors offico .for the roma'ining 
csftifioatioR.si , : ' ; 

FOR T1D3 DI'REGTOR OF GENTPJIL' I'NTBLliGENCE j f' 


/d/ 


DI5TRI,BUTI0W; A 


Ejceoutive ror 
Administra'tion and HfSjaagO'Usnt 


RESTRICTED 


25X1 
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CENTRAL INTELLIGENCE AGENCY REGULATION [ 


9 August 1951 


1. PERSONNEL POLICIES 


A. General 


(1) It is the policy of the Central Intelligence Agency to develop and maintain 
an effective and efficient staff of employees and to develop and maintain 
the most satisfactory relationships between employees and Agency management. 
The head of each Office and the Personnel Office within their respective 
areas of responsibility, will take such steps, consistent with law, as are 
necessary to assure that these policies are made effective. This includes 
responsibility on the part of the Personnel Director to assist the Offices 
in developing and carrying out sound and adequate personnel programs. 

(2) Although the Agency is exempt from the provisions of the Classification 
Act of 19^9 > "the Agency shall adhere to the provisions of this Act insofar 
as possible. Basic classification principles and compensation schedules 
will be followed in order to assure that employees receive equality of 
compensation for work performance. 

( 3 ) Employees with veterans' preference and/or with Civil Service status shall 
be accorded all rights and privileges granted them under existing laws and 
regulations, subject to authority granted the Director of Central Intelli- 
gence under the National Security Act of 19^7 such special agreements 
as may conflict with such rights and privileges. 


(^) The most competent persons shall be recruited, selected, and promoted, on the 
basis of merit for positions at all levels. There shall be no discrimination 
regarding personnel because of favoritism, marital status, sex, race, color, 
religion, or external pressure. 

(5) (a) There is established a Personnel Policy Board which consists of the 

following officials or their designated representatives; 


Deputy Director of Central Intelligence 
Deputy Director (Administration) 

Deputy Director (Plans) 

^Assistant Director (Personnel) 

Executive Assistant to the Director 


- Chairman 

- Member 

- Member 

- Member_7 

- Recording Secretary 


(b) The Personnel Policy Board will review all actions involving promotions, 
demotions, transfers and separations of Division Chiefs, Staff Chiefs 
(Division level), and above. The Board will also review, prior to sub- 
mission to the Director, all requests for employment with the Agency 
of retired commissioned or warrant officers of the armed services as 
authorized by P.L. 53 ^ 82nd Congress. 


25X1A 


uepuLy — rrrrtictive ; 

(Admini8trq«^ion) Rescind ; 


9 August 1Q51 
Page 1 of 
12 July 195 ^ 


]25X1 
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^^ojjulivo.^ Ho'jiat ry | 


19 June 19^1 


MEMOR/^iDim FOR; Deputy Director for Administration 
SUBJECT ; CIA Regulation 


25X1A 


1. It is recoitirnended that this regulation be changed, 
with particular respect to paragraph 1. D. It is suggested that a 
sub-paragraph (3) be added reading somewhat as follows: "Promotions, 
demotions, transfers and separations of all employees of Division or 
Staff Chief level and above will be forwarded to the Personnel 
Policy Board for review prior to submission to the Director. This 
Board shall consist of the Deputy Director of Central Intelligence, 
Deputy Director for Administration, Deputy Director for Plans, or 
their designees, with the Executive Assistant to the Director as 
Recording Secretary. 


2 . 

CIA regulation 


I t is further recommend ed that with respect to 

be rescinded. 


vVILLIAM J/ JACKSON 
Deputy Director of 
Central Intelligence 


25X1A 
25X1 A 
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REGULATION 





B . Pit) curoinent Contacts 


icAMJ. ^ ^ 

th 


(1) CIA orficials may not discuss CIA omploymoni possibilities Td.t]a an ^ 

employoo of miother U.S. Govomment agency or an omployoe of the Congross, except 
under conditions stated belovr: 


(a) The other agency employee must present va’itten permission to 
seek employment elsewhere, signed by iin official of his agencyv who is empovrared 
to grant such authorization. Any doubt wiLl be settled by contacting the Person- 
nel Office of the other agency concerned, prior to any discussion of employment 
possibilities. Or 


(b) The CIA official desiring such discussion may contact directly 
or through the CIA Personnel Director the Personnel Office of the other agency 
concerned and obtain perniission to exploi-o CIA employment possibilities vd.th an 
employee of that agency. 


(c) Discussions viiich are proper'ly cleared and authorized vri.ll not 
involve actual employment or salary commitments, except on the part of a CIA of- 
ficial -who has the delegated authoi-ity to make such commitments. In no case vail 
a salai-y commitment be made by any CIA official in excess of the current salary 
of the prospective employee in the agency l7y v/hich currently employed. 

(2) To avoid any possibility or implication of proselyting on the part 
of CIA, the instiTictions contained in B (1) above vd.ll be literally interpreted 
and strictly adhered to in every case, regardless of the circumstances, 

(3) Authorization vail be obtained from the Office Head of the Office 
currently employing a CIA employee prior to discussing with such employee a pros- 
pective position in another CIA Office, 

(U) CIA officials may discuss with prospective applicants, other than as 
indicated in B (1) above, the possibility of employment by CIA, provided that 
such discussions do not involve specific salary levels or commitments for actual 
employment by CLA, unless the official concerned has the delegated authority to 
make commitments • 

if>/ ov&dr e fi se/u) - oo^/enT capacity 

( 5 ) Each contact /or discussion with any individual vfhich involves his 
possible enijoloyment by CIAiand ^vhich is not handled by officials of the Personnel 
Director's Office vri.ll be immediately reported to tlie Personnel Director with a 
brief statement of the circumstances. 
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25X1A 

MOTIG.I.C' ' : 

I 1^/ August 19ij2 


SUBJi'.CT; Stands rdizatj.on of Agoncy Administration of Grade GS-I 6 , 
C'iS-lYj and OS-10 Positions. 


1. Effective immodiatelyj all actions in connection with Grade 
GS- 16 , GS-17, and CrS-lO |,)ositions vail be subrnj.tted to the Director of 
Central Intelligence for aoprovcl, 

2. To assist the Director in this matter, a Review Board is es- 
tablished, consisting of the Assistant Director (Personnel), as Chairman, 
the Coirproller, and the desitmated representatives of the Deputy Director 
(Intelligence), the Deputy Director (Plans), and the Deputy Director 
(Administration) . 

3 . The Reviev; Board shall insure that adopted requirements and 
standards are met, and review the justification for tlie establishment or 
reclassification of any position at suner- grade level. The Board shall 
make its recommendations to the Director of Central Intelligence. 


I; . All actions affecting Grade GVI 6 , (13-17, and OS-lB positions 
shall be signed by the Deputy Director concei'ned and forvjarded to the 
Personnel Director for appropriate processing and transmj.ttal, to tte 
Review Board. The Personnel Office shall subject all super- grades to the 
same procedures as are af)plied to standard grade positions. Ihe Kevievj 
Board in conjunction with' the Personnel Office shall review all present 
super-grade positions, and make reconunendations for corrective action, 
including dovmgrading, if axppropri.ate . 


5» The Personnel Office shall maintain axil necessary records, in- 
cluding personnel ceiling records, as may be reouired by the Reviev; Board. 


6 . The provisions of paragraph 2A of CIA Re gulutioij 

modified accordingly, pending a revision of the Rer^ilation. 


are 


FOR THE DIREC.TOK OP CEWTML INTELLIQljlNCE; 


25X1A 


DISTRIBUTION NO. 3 


WALT]® RP]ID WOLF 
Deputy Director 
(Administration) 


SECRET 

Security Information 
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3. CHANGES IN PERSONAL STATUS 

A. Personnel Information Card Pile (See CIA Regulation No. 






25X1 A 


(l) There is established within the Agency a Personnel Information Card File 

containing a Personnel Information Card for each CIA headquarters employee. 
Tills file will be used to obtc . essential information required to: 


fal Facilitate the Agency's emergency planning program. 

(b) Prepare the CIA telephone directory. 

(c) Maintain current telephone and address files. 

(d) Notify appropriate Agency components of personal status changes with 
which they are concerned. 

(e) Provide each Office head, when requested, with machine listed 
personnel rosters. 

(2) The Machine Records Branch, Administrative Service will; 


(a) Establish and maintain a master Personnel Information file and furnish 
each Office head with a Personnel Information Card, Form No. 37“^^ 
for each employee under his jurisdiction. 

(b) Upon receipt of a change, prepare a new or corrected card for the 
office concerned, and notify appropriate components of the Agency 
of such change. 

(c) Upon request, furnish each Office head with a roster containing the 
following information for each employee under his jurisdiction; 

(1) Name 

(2) Office designation 

(3) Office telephone 
(¥) Home telephone 
(5). Office address 
(?) Home address 


(3) Each Office head will; 

(a) Direct the maintenance of an office personnel information file in a 
manner which will provide for a bi-weekly verification thereof, normally 
on pay days. 

(b) Designate appropriate personnel to notify the Machine Records Branch 
whenever an employee; 


( 1 ) 

( 2 ) 

(3) 

® 

(5) 


Reports for duty 

Changes office address or telephone 

Changes home address or telephone 

Transfers to another component of the Agency 

Separates from the Agency 

Changes marital status 

Changes name 

- 1 - 

CONFIDENTIAL 
Security Information 
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(4) Procedures for maintain-! nu the Pprsonnel Information Card File are contained 


25X1A 


in CIA Regulation No. 


B. Changes in personal status which require action and/or inclusion in official 
personnel files will he reported to the Personnel Office. These changes and 
the forms on which they should he reported are: 

(1) Change of Name - Form No. 37-1 or No, 37-3 in duplicate, 

(2) Marriage-Form No. 38-1 (Sections lA, 3; 4, 8, 9^ 10, 11, and 26) in 
duplicate, 

(3) Change in designation and/or address of person to he notified in case of 
emergency - By memorandum signed by the employee concerned and submitted 
through appropriate office channels. 


C. Each employee shall promptly notify the appropriate official within his Office 
of any change in his personal status or person to be notified in case of 
emergency. 



Deputy Director Effective 
(Administration) Rescind 


25X1 


: Pages 1-2 of 


25 September 1951 


- 2 - 

CONFIDENTIAL 
Security Information 
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CENTRAL INTELLIGJ^CE AGJ^NCY REGULATIOM 


NURBEH 


D. In Addition to C*^ above, the following changes will be reported to 
the Personnel Office; 

(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate. 

(2) Marriage - Form No. 38-1 (Sections lA, 3 ,1;, 8,9, 10, 11, and 26) in 
duplicate, 

/J3) Change in designation and/or address of person to be notified in 
case of emergency - by memorandum through appropriate Office 

channelso J7 

E, Each employee shall promptly notify the appropriate official within 
his Office of any change in his personal status. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Effective; I 

Rescind ; Page 2 of | | 25X1 

29 September 1991 


CONFIDENTIAL 



/ 
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D. In Addition to C.| above, the following changes will be reported to 
the Personnel Office* 

(1) Change of Naw© - Form No# 37-1 or No. 37-3 in duplicate. 

(2) Marriage - Form Wo. 38-1 (Sections lA, 3»U#0>P»1O,11, and 26) in 
duplicate. 

/r3) Change in designation and/or address of person to be notified in 
case of emergency - by rfiomorandum through appropriate Office 
channels. *7 

1 M>il / 

E. Each employee shall promptly notify the appropriate official within 
hia Office of any change in his personal status. 


FOR THE DIRECTOR OF CENTRAL INTELLIOEKCEt 


I do (d» we4>) concur in the ab nvR Hern Tati , on 






y 


25X1A 


I' ;■ 




\ O CONFIDENTIAL 

. .b ,i ^ f 
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TO : Chief, Organisation and I'iethods Service DATE: 2k January \%2 

ocy H A 

FROM { Deputy Personnel Director 

SUBJECT: Airienditient of CIA Regulation 
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1. There is attached a proposed miiendment to CIA Regulatior 

to provide for reporting of changes in designation or address of 

an employee's emergency addressee (next-of-kin). This recommendation 
was stimulated by the Deputy Assistant Director for Operations 
through his memorandum dated 16 January 19i?2, a copy of which is 
attached. 


2. The proposed amendment does not establish formal procedures 
for notification of next-of-kin. Such procedures will be drafted 
by this office in the near future; however, it is desired to take 
immediate acti on to correct the deficiency noted in paragraph 1 of 
I memorandum. 


25X1 A 


Attachments; Draft of change 

Copy of DAD/OO memo 
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LEGIB 


Aesistant Director, Personnel 

Deputy Assistant Director for Operations 

Personnel Records and Notification of Next-of-Kln 


eunploj^es of this Office have recently asked what procedure they 
should follow in changing the designation (or address) of their next^of-ldn ^ 

purposes of notification in case of accident, 
disclosed that no routine procedure or form 
ha.3 been established for reporting such changes. It seems that Section 26 of 
the Personal History Statement (Form- 38-1) is the only official record provided 
bv tht desienstion, and tliat no instructions have been iSued 

pLaoLi oj^loyee is responsible for ke eping; this section of the 
History StateiMnt up-to-date, OIA Regulation | ^ \ Para E reouirea 

'•personal status'* without indication of what is included 
' regulation also establishes the Personnel Information Card 

purposes. Including emergency planning, but makes no 
provision £°J address or designation of next-of-kini Other forms 

con^raed with- changes in personal status" such as Form 37-1 and 37-3 do not 

of°Fo^ req^rement that enqjloyeos recomplete'certain sections 

of Form 38-1 upon their marriage would take care of such cases only, 

responsibility for official notification- of next- 
oi-icLn in case of employee accidents or death rests with your Office, and that 
the necessapr records will also be maintained centrally. We shall therefore 
take no action to assemble up-to-date information from Office of Operations 
employees pending farther instructions from your Office. It is suggested that 
fhl estabHshed on this subject shoixld contain the provision that 

is® i°f overseas field stations are: responsible for direct notification 

maintaining the requisite records for foreign national 
employes under their command. It is believed that procedures 
followed with respect to classified U.S, employees at overseas field 
stations are satisfactory. 


STAT 


25X1 
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CENTIIAL INTELLIGEIn'CE AGENCY REQUISITION 


D» In addition to C. abovoj the following changes will be 
reported to the Personnel Office: 

(1) Change of name - Form No. 37-1 or No. 37-3 in duplicate. 

(2) Marriage - Form No. 38-1 (Sections lA, 3, li, 8, 9, 10, 
11, and 26) in duplicate, 

(3) Change in designation or address of emergency addressee 
(next-of-kin) - by memorandum through appropriate 
administrative channels. 


CONFIDENTIAL 
Security Information 
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CENTRAL INTELLIGENCE AGENCY REGULATION 







23 September 1951 


3. CHANGES IN PERSONAL STATUS 

A. Personnel Information Card File 

There is established within the Agency a Personnel Information Card File 
containing a Personnel Information Card for each CIA headquarters employee . 
This file will be used to obtain essential information required to; 

(1) Facilitate the Agency's emergency planning program. 

(2) Prepare the CIA telephone directory. 

(3) Maintain current telephone and address files. 

(k) Notify appropriate Agency components of personal status changes 
with which they are concerned. 

(5) Provide each Office head, when requested with machine listed personnel 
rosters . 



B. The Machine Records Branch Administrative Services Office will; 

(1) Establish and maintain a master Personnel Information file and furnish 
each Office head with a Personnel Information Card, Form No. 37-6, for 
each employee under his jurisdiction. 

(2) Upon receipt of a change, prepare a new or corrected card for the Office 
concerned, and notify appropriate components of the Agency of such 
change. 

(3) Upon request, furnish each Office head with a roster containing the 
following information for each employee under his jurisdiction; 

(a) Name 

(b) Office designation 

(c) Office telephone 

(d) Home telephone 
■(e) Office address 
(f) Home address 

C. Each Office head will designate appropriate personnel to notify the Machine 
Records Branch on Form No . 37~6 , whenever an employee ; 

(1) Reports for duty 

(2) Changes Office address or telephone. 

(3) Changes home address or telephone. 

(4) Treuisfers to another component of the Agency. 

(5) Separates from the Agency. 

(6) Changes marital status. 

(7) Changes name. 

D. In addition to C., above, the following changes will be reported to the 
Personnel Office; 


CONFIDENTIAL 


A 
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A S 






(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate. 

(2) Marriage - Form No. 38-1 (Sections lA, 3 , 4-, 8, 9, 10, 11, and 26) in 
duplicate. 


E. Each employee shall promptly notify the appropriate official within his Office 
of any change in his personal status . 


Effective: <2. S’ 

Rescind : Page 1 of ^ 

1 April 19^ 



25X1A 


DejAIty Lirec^f 
( Admini s trairion ) 


)9S/ 


25X1 


CONFIDENTIAL 

- 2 - 
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28 August 1951 

MEMDRANDUM FOR: Deputy Director (Administration) 

SUBJECT: Establishment of Personnel Infoimtion Card. File 


1 . 

tion No. 
CIA Notid 


There is submi tted herewith proposed revision of CIA Regula- 
In Personal Status^ together with suggested 
The purpose of the revised Regulation is to 


establish a Personnel Information File and the Notice outlines the 
procedures for maintaining the file on a current basis 


2. The attached are revisions of drafts submitted for con- 
currence on 17 August 1951 and Include minor changes requested by 
vcurious operating Offices to clarify the meaning. 


3 . Comments from operating Offices which have not been Included 
in the revisions are as follows: 

a. The Director of Training suggests a revision in paragraph 
3 of the Notice to provide for a verification of the file "by the 
individual office each payday - bi-weekly or monthly depending 

on the pay period." 

b. The Deputy Assistant Director for Operations suggests: 
"Unless a firm decision has been made, it is siaggested that the 
frequency of verification required (bi-weekly according to para- 
graph 3 of the procedure paper) be reconsidered. It is suggested 
that checking for acciiracy at longer intervals, perhaps every 
four weeks (or every other pay period) may be deemed adequate." 


All other Offices have concurred in the present wording which calls for 
a "bi-weekly verification thereof, normally on payday." 


Comments and concurrences from the following Offices az*e 

attached: 


a. Concurrence without comioent 


OCI 

OSI 

ONE 

ORR 

Procurement 

Personnel 


I&S 

General Counsel 
Auditor 
CoaqptroUer 
Medical 


- 1 - 

CONFIDENTIAL 
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1). Conctirrence with coDoaent: 


OPC 

Administrative Services 

OSO 

Training 

00 

OCD 


No connents were received from the Director of Comauiilca- 
tlons and concurrence by that Office Is, therefore, asaxaed. 


25X1 A 


Acting Advisor for Management 


Attachme nts t 
CIA Beg. I 

CIA Notlc| 

Concurrences 


- 2 - 

CONFIDENTIAL 
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21 


September 



MEMORANDUM FOR: Deputy Director (Administration) ,• "V 

SUBJECT: Change in Personnel Status y 

/ /, ■- 

!• This paper has full concurrence and includes General" 
Davison's, 



2, Coordinated and concurred in paper required that Fom 
No, 37-1 and Form No* 37-3 be furnished in quintuplicate, •which 
has been reduced to duplicate, and re-concurrence is not neces- 
sary. This paper sets forth a routine day by day procedure 
■whereby all changes of status of Agency personnel idll be report- 
ed at least every pay-day. This procedure •vrill simplify all status 
changes reports by funneling them to one place irhere they iiill be 
tabulated by machine methods, and changes printed by IBM machine 
and furnished to all interested Agenqy segments. 

3. This procedure considerably simplifies existing proce- 
dures, but more important, provides the first real guarantee that 
indi'vi duals -who have change of status -wiD. report it, and the 
Agency segments who have the need of this information will get it 
promptly. The follonfing activities will benefit principally by 
this procedure: 

Inspection and Security 

Personnel 

Finance 

Emergency Planning 

Administrative Services (for telephone and address 
changes) 


( 


Secondary benefit: All offices. 



25X1 A 


PS - Glad you questioned the quinti;5)lij6^e; apparently missed 
all around. No justification at/ail for five copies. 


SEP 24 1981 

/' 
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5. The Maehim Rocorfla Branch, upon the receipt of Pereonnel Infonnatlon 
Card tiilH, when appropriate, procoaB new cards, forward then to appropriate Offices, 
and notify all cooa^nonts of the Asoncy of chnn^jea with which they ore concerned . 

COWOJRREIJCES: 

25X1A 
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5, The Meohino Records Branch, upon the receipt of Peroonnol Information 
Card will, when appropriate, procoeo new cardo, forward tlnem to appropriate Offlcee, 
and notify aJJ. component© of the Asency of changes with which they are concemod. 
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CC»]F33^>I^ 

5. fiacMos Britnch^ uskms th« of ^wmaxM. lofonnation Ciuna 

wUl, id»n fi^ipropriotoj, prooooo now oovAOj, foxmxA tlm to ii^xoji^riiito Offlooo^ tmd 
notify itfLl QCM^nontii of tlio A^noy of chan^yioo vltfe iMttofa thoy ofo oonooxniod. 


COlfCUKHBNCBSi 
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cmzwmmj, 

|&. ‘ISaia /4aoM.tt» B«KS 0 PtlU» BriMriwsli, upoa 'Ui# of i^oroomaoX Ijftfoxwawoa coipd 


itoon mm formal thoai to a^proiirtato «ia 

notify ttU cowttoato of tlws A^nmey of cheapo Krith lAAch tJaoy wm mmamoA* 

CQSOUBItBll^ra: 


25X1 A I 








w«**>i* 
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5. The MftchlRo Racordo Bmach, upon th« receipt of P@r»omiol Inibrwatlon 
Cord win, whon approprloto, proeooo new eords, forward tlkom to approprinte Office®, 
and notify all ccaaponento of tbe A^j^oacy of chan^o with which they ore concormd. 
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ccOTiOTn/iJ* 

5» '5??:^ B^wascb,, upw tb® r©a©lpt of PomisBaaol 

CtCP'c! i.r5.,ll;, wheii stpipi^oprlatstj, p-tv^jas® rssn^ ibrwttara tJxja to appw,|/rlate OffAta 
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COKC-imRSKCESs 

25X1A I 
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COMinOTmL 

5# NimjMhiw icKSfitydiffl Batt'aftcibj, ujj>®ia tM nwsaipt of C'nwnS 

irUl^ aqpp3foj5»i?3iat»,. pmcmn me» mxHke, f'jrwns^. ttoi -lo Wtma., 

notify all owaisfootttto of tbs Aijeaoy of «8h»'aijg«» with iftAob ttwry mm os«aG»inatd* 


cmmmmuQmi 
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TO : Advisor for Management 

FROM I Director of Training 

SUBJECT; Review of Attached Drafts 


®§6-?0VERNMENT 


DATE: 2h August 1951 


STAT 


1, Fon^arded for consideration. 

2, The rewording suggested by paragraph 3 a of AD/TRC 
memo of 2k August is concurred in. 

3, It is suggested that the below sentence be inserted ILLEGIB 

between the present first and second sentences of page 1, 

paragraph 3 A (Draft No. I 1: i 1 


"This Personnel Information Card File is in 
addition to the Personnel Status Files now 
maintained by Machine Records Branch, Admini- 
strative Services Office." 


STAT 


.jo^TTHEW BAIRD 
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2h Au/njst ].95l 


I'Oll: DIRTOTOR OF TRAINING 


KIIHJFCT: 


RcvI.gw of Attschod Drcrts 


HEFIKE'-ICE: 


b. 


CIA Rogrlfitio 
CIA Notice 


Dr^^ft, 1,^ August 1951 
nft, 1.5 August 1951 


25X1 


f- 

1. Reference s. above, the establishment of this file v;os ^ j 

discussed at a ineetiug of Administrative Officers about one year 3r-'' '' 

ago. The i.nteut a^t that time wfis thait the file would serve 5'-‘ ' ji 

primarily as a locator and personal inf ormatiou file and not ' ILLEGIB 

an officia.l "personnel .status" file (see paragraph 3). I 

2. I beli.eve it i.s iinportant to make the distinction in 
the regulation i.tself that this is j;iercl.y a locator' fi.le becaus' 
official personnel information is maintained by the Machine 
Records Branch in a separate file. Inf onria-ition for the officia! 

file is furnished exclusively by the personnel Divisions and 

often vary from the unofficial information placed on this Personnel 
Information Card File by the various operating offices, e.g., 
official T/O assignment, exact dates of transfers and terminations. 


3. Reference b. above, concia" that the individual office must 
be responsible for keeping the information in the file up to date. 
Sugge.sted revi.si.ons .and cominents: 

a. Paragraph 3, sentence 2: Reword "in a manner which 

will provide for a verification by the individual office 
g^'^ch p_^'; day — bi-weekly or monthly depending on tiie~pay 
period . " ” 

b. Paragraph k (b) (3): Individual office may not know 
the effective dates of resignations since the exact date is 
usually set by Personnel Division. 


1 


/<' 




25X1 


Administrative Officer; AD/TRC f 





Office Memorandum 
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TO i Advisor lor Management DATE: 23 August 19^1 

FROM : Acting Chief, Administrative Services 

SUBJECT; Comments on Regulation Number and Notice Noo 


25X1 


ILLEGIB 

lo The following coimnents are submitted on the above- 
mentioned regulation and procedure: 

(a) On page 2, Item C, of the regulation, it 
is suggested that the responsibility for reporting 
additions and changes to the Machine Records Branch 
be limited to one person in an office. The word 
"office'* is sometimes confusing and results in many 
pprsons assuming responsibilities which were not 
intended. The Administrative Officer of each office 
may be ttie proper person to report changes to Machine 
Records Branch . 


(b) Under paragraph 3-C of Regulation 
suggested tiiat the following be added; 


P-t is 


STAT ILLEGIB 


(7) Changes office address or telephone. 

(c) Under parag’:raph 3-S it is suggested this 
sentence be changed to the following; 

"Each employee shall notify the appro- 
priate official mthin his office, daily if ’ 
necessary, of any change in his personal 
status as indicated in C and D above," 

(d) The Administrative Officer or other person 
designated to be responsible for persormel records 
should Indicate on each "new" card whether the 
employee's name is to be included in the telephone 
directory or not. 

25X 

(e) On page 1 of Notice Number reference 

is made in paragraph 1 that the MachTnsTi^ecords 
Branch will distribute cards to office heads for 
all employees under their jurisdiction, 'Ne believe 
that the original distribution should be made by 
your office, who would explain in person the propos^ 
procedures . 




/lUG 24 !&o) 
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Advisor for Managauient 


23 August 1951 


ILLEGIB 


(f) On page 2 of Notice Number □ thuro does not 
seem to bo any provision made for the office to have a 
record during tho interim vdion new or corrected cards v 
have been sent to the j'lachn.ne Hecords Bi’anch for 
processing . 


2, This office concurs witli the regulation and the procedure 
attached vrith the exception of those coranents indicated in one 
above. 


25X1 A 

ILLEGIB 



2 
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Ujpce xAefBOYandUM • united states government 


TO : Adviaor for Ilnnat^oiiicnt 

FROM : Deputy AesieUarb Director for Oporatloiie 


DATE: 2 3 AUG (95) 


25X1 A SUBJECT: GlA Regulation | | - Propoaccl draft dated ID' Auguet IS'3'1, v/itli 

attached draft of proponed CIA No'tice, subject: IVocedure for 
Establishment and iviaintentonce of Personnel Information File 


25X1A 


STATSPEC 


1, As requested by Manapionient (Mrs, | ~| in conversation 

of 17 ; ugust 19^1, subject draft regulation and its attached draft 
proceduj-e paper have been reviewed by this Of.ficeo We concur with 
both papers but submit the suggestions noted below# 

2# As written, neither paper defines the area onvorRd: nrji-.gjnnr 


suggested that the subject papers so state. ^ ^ 

3. It is understood that, under paragraph 5(c) of the procedur 
paper, ’’tlirough proper Oiiice channels’* may be interpreted to mean 
direct from 00 divisions to the lua chine liecords Branch, 

i|.» UnleoS d firm decision has alreaciy been made, it is suggested 
that the frequency of verification required (bi-vfeekly according to 
paragrap]! 3 of the procedure paper) be reconsidered. It is suggested 
that checking for accuracy at longer intervals, perhaps every four 
weeks (or every other pay period) may be deemed adequate. 


ILLEGIB 


ILLEGIB 
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AUb 
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23 Au,onjrrb 1951 


25X1 A 

25X1A 

25X1 A 


MniKOrANDUf'! I''0R: Adviyor for H.'.u'iMjTemcnt 
Asf.’lfjt&rit Director, Cf;D 


JrjUBJT'CT; 


rJrafts of C IA Re fi liation 
Notice No. | | 


25X1A 

25X1A 


1.^ Thla Office concurs in the drafts of the oroposed CIA 

Refnilci-tlon No . | 1 {uid the Notice explaining; i,ho pi-ocQdi.i]?e but 

sngp'osts the following changes boforo publication: 

.Rp/ ;ulation.J I - Add to changes listed: "(7) , .,.-r 

Chiuiges office address or telephone". This item 
is .included in paragraph B, but omitted in para- 
graph C. 


Mo. 


^ - Use .1 term such as "Not Applicable" 
instead of "Incorrect Cards" to civoid confusion vath i- 
the groiip of cards requiring corrections. 



jajiies 


25X1 A 


CONi-IDEilTIAL 
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COKFIDEMTAL 

5. The Machine Records Branch, upon the receipt of Personnel Information 
Card will, when appropriate, process new cards, forward them to appropriate Offices, 
and notify all components of the Agency of changes with which they ore concerned. 


CONCURRENCES : 


25X1 A 

f 



y-, 

V. Cd) r 

U I I 25X1 
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18 Ootobtsr 1951 


MEMORANDUM TO; Deputy Director (Administration) 


SUBJECT; Revision of CIA Regulation 
CIA Regulation 
CIA Regulation 
CIA Regulation 
of CIA. 


1. The attached Regulations have been rewritten to delete 
reference to the Personnel Policy Board and to transfer authorities 
formerly vested in that Board and some of the authorities formerly 
vested in the Personnel Director to the Assistant Director (Personnel). 
The revision of Regulation No j 1 1ncludes the new procedures for 
initiating personnel action requests. 

2. The above changes were requested by the Assistant Director 
(Personnel) and he has concurred in the cheuoges made. 

3 . CIA Notice Ro.J I dated 20 August 1951 has been Included as 
paragraph B (l)(f) of Clin^egalatlon No. | ] This Notice established 
the effective EOD date for new overseas appointees. 



25X1 A 
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CIA 


^lfR8,M2)728R0001 001 30006-4 

UNITED STATES GOVERNMENT 


TO ; ABsiatant Director (Personnel) DATE: n October I 951 

FROM ; Advisor for Management 
SUBJECT: Revision of CIA Regulation 


25X1A 


25X1 A 

25X1 A 


1. Pursuant to your itiemorandLuii of (3 October 191?1> there are atta ched 
hereto for your comment and approval revisions of CIA Regulations Nos. I 
and I I which have been rewritten to delete rt:ference to the Personnel 
Policy Board and to transfer authorities formerly vested in said Board and 
the Personnel Director to the Assistant Director (Personnel). The revision 
of Regulation No. □ also includes the new procedures for initiating i^ersonnel 
action req.uests. 


25X1A 


2. Revisions of CIA Regulation Nos.| | are also attached. 

These have also been rewritten to delete reference to the Personnel Policy 
Board and to transfer the functions foi’mei'ly vested in said Board and the 
Personnel Director to the Assistant Director (Personnel). 


25X1A 


3 . References to the Personnel Director are also contained in CIA 
Regulation Nos . \ 1 It will be comparatively 

simple for this Office to correct these references to read "Assistant 
Director (Persormel)/' but the reproduction process will require more time. 
It is therefore suggested that you review these Regulations and advise this 
Office whether there are any other changes which should be made. 


Attchs . 


25X1 A 







I 
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CENTfiAL INTELLIGENCE AGENCY l^GULATIOK J 


i. PERSONNEL POLICIES 
A. General 

(1) It is the policy of t?ie Central Intelligence Agency to develop and maintain 
an effective and efficient staff of employees and to develop and maintain 
the most satisfactory relationships between employees and Agency management. 
The head of each Office and the Personnel Office within their respective 
areas of responsibility, will take such steps, consistent with law, as are 
necessary to assure that these i:olicies are made effective. ITiis includes 
responsibility on the part of the ^Assistant Director (PersonnelJ/ ’to assist 
the Offices in developing and carrying out sound and adequate personnel 
programs . 

( 2 ) Although the Agency is exempt from the provisions of the Classification Act 
of 19^9; the Agency shall adhere to the provisions of this Act insofar as 
possible. Basic classification principles and compensation schedules will 
be followed in order to assure that employees receive equality of compen- 
sation for work performance. 

( 3 ) Employees with veterans' preference and/or with Civil Service status shall 
be accorded all rights and privileges granted them under existing laws and 
reguJ.ations, subject to authority granted the Director of Central Intelli- 
gence under the National Security Act of 19^7 Q^nd such special agreements 
as may conflict with such rights and privileges. 

(A) The most competent persons shall be recruited, selected, and promoted, on 
the basis of merit for positions at all levels. There shall be no dis- 
crimination regarding personnel because of favoritism, marital status, 
sex, race, color, religion, or external pressure. 


C J 

B. Procurement Contacts 

( 1 ) CIA officials may not discuss employment possibilities with an employee 

of another U. S. Government Agency or an employee of the Congress, unless: 

(a) The applicant presents a written statement, signed by an authorized 
' official of his Agency, granting the employee permission to seek 

employment elsewhere. Any doubt as to the authenticity of the state- 
ment shall be referred to the Personnel Office of the agency concerned 
for clarification. 

(b) An Office head or his authorized representative has obtained, either 
directly or through the CIA Personnel Office, permission from the 
Personnel Office of the other agency to discuss employment possibilities 
with an employee of that agency. 

- 1 - 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1 


(c) Actual employment or salary commitments are not made^ except on the 
part of a CIA official who has been delegated authority to make such 
commitments. In no case will a salary commitment be made by any CIA 
official in excess of the current salary of the prospective employee 
in the agency by which currently employed. 

(2) To avoid any possibility or implication of proselyting on the part of CIA, 
the instructions contained in B (l), above, will be literally interpreted 
and strictly adhered to in every case, regardless of the circumstances. 

(3) Authorization will be obtained from the Office head of the Office currently 
employing a CIA employee prior to discussing with such employee a prospective 
position in another CIA Office. 

(4) CIA officials may not contact retired commissioned or warrant officers of 
the armed services, or those contemplating retirement, for the purpose of 
discussing employment possibilities with the Agency without prior approval 
of the Director. ^Requests for consideration of such persons for employment 
will be transmitted to the Assistant Director (Personnel), who is responsible 
for maintaining adequate controls of e^loyees in this category and will 
submit such requests to the Director. _y 

(5) CIA officials may discuss with prospective applicants, other than as in- 
dicated in B (l) and (4), above, the possibility of employment by CIA, 
provided that such discussions do not Involve specific salary levels or 
commitments for actual employment by CIA, unless the official concerned 
has the delegated authority to make commitments. 

(6) Each contact or discussion with any individual which involves his possible 
employment by CIA and which is not handled by; officials of the Personnel 
Office will be immediately reported to the /Assistant Director (Personnel}/ 
with a brief statement of the circumstances. 

C . Appointment 

(1) Positions shall be filled by direct recruitment rather than by certification 
from the Civil Service Commission. 

(2) An individual without prior U. S. Government service shall be carried in a 
trial period status for the first full year of his employment. Service in 
the personnel pool for provisionally cleared personnel shall not be credited 
toward the trial period. 

(3) An indi vidua], with prior U. S. Government service who has served under war 
seorvice or excepted appointment shall be required to serve the first six 
months in a trial period status. 

(4) During the trial period, the employee shall receive special attention and 
instruction to acquaint him with his duties and to develop his ability to 
perform his work in the most satisfactory manner. 

- 2 - 
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(5) An individual with Civil Service status shall be appointed by transfer 
or reinstatement without time limitation or trial period. 

(6) All appointments and assignments are subject to the prior security approval 
of the Inspection and Security Office, 

D . Promotion 

(1) Promotions shall be governed by the needs of the Agency and by the perform- 
ance of the individual. 

(2) Every effort shall be made to fill newly created or vacant positions by 
promotion from within the Agency before external recruitment is undertaken. 
Each Office shall assist in devising and making known to its employees 
practical programs for assignments and promotions in order to take full 
advantage of their accomplishments and capabilities. These plans will be 
coordinated with the career management program of the Training Office. 

E. Obtaining Civil Service Status 

Under certain conditions it is possible for an employee to obtain permanent 
Civil Service status while serving with this Agency. Each case is handled 
on an individual basis. 

F. Employee Organizations 

An employee shall have the right to join, or refrain from joining, lawful employee 
organizations, except when an employee’s membership in such an organization would 
conflict with the interests and req.uirements of his duties in the Agency. 

G. Employee Loyalty 

Employees shall be protected from unfounded accusations of disloyalty through 
an established Loyalty Review Board. 

H. Separation 

(1) If after the trial period the level of performance of an appointee is 
deemed inadeq.uate, he shall be reassigned to a position of lower grade 

or separated from the Agency. Continued employment after the trial period 
is conditioned upon continued satisfactory performance. 

(2) The Director of Central Intelligence may summarily terminate the employment 
of any officer or employee of the iigency whenever he shall deem such action 
necessary or advisable in the interests of the United States under the pro- 
visions of the National Security Act of 19^7 • 

r3- 
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I. Inquiries Regarding Personnel or Personnel Matters 

(1) All inquiries regarding personnel or personnel matters, either written or 
verbal, from the White House, members of Congress, or committees of national 
political parties received by an employee or Office of this Agency shall be 
referred to the General Counsel for action and reply. 

(2) Action on all other inquiries regarding personnel or personnel matters 
will be taken by the Personnel Director. 

J. Outside Employment 


Employees must obtain Agency approval before accepting outside positions in 
addition to their responsibilities with the Agency. 


i/eputy i/ire^or ETTective : 
(Administration) Rescind : 


25X1 


25X1 


All previous 
editions off 
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25X1A 


25X1A 

25X1A 


0 October 1^51 


I'UCilORAUDUi'i FOR; Aclvi;.3or for J'Rmaf cement 
Opeoial Aasi«tant AD/P 

SUBJECT: Requested Giianrp s in CIA Regulations 


I. ConJ’iriiiii'ig telephone conversation this iuorninj-' 

I I iK na<:gesto(i tiiat the attached 

proposed ohanges in the above regulations be handled in 
tvjo bj-bes x'athcr than onco ].'.!liiid.niition ox tlie Personnel 
Policy Board as covered in l.A« (p) of tlie present | j 
and the subjidssion of nevj procedures Tor initiating, 
authorisii'ig and approving i’c>'.]uests for personnel action 
as covered in th e proposed cinuiges in paragraph 2o A. of 
Regulation | | are all clear aaid should ;;o ahead as 

rapidly as possible. 

^2. The recoimiiended chaiiges in oai'agraph 1. B. of 

covering Procxu’Giiient Contacts need to be cleared 

pei’sonally by rir. Rolf uith General Siidtho 

J. Claril Ication on the proceuLU’es on initiating 
personnel requests is badly needed and for this reason 
it is sugx'ested that ue ''O ahead eith this change and 
not hold it pending iir. VJolf's retuni to discuss the 
second change v/ith General Sjcdth. 

ii. be ai’e su,ggesting the chaninc_iiL. wording indica- 
ted in pencil in paragraph 2. A. of | |and that ^ 

parentl iesis around the second sentence in oara.'araph D» 

(2) of □ be deleted. 


25X1 A 


25X1 A 


25X1 A 
25X1 A 

25X1 A 




OCT B 
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REVISION OF POLICY GOVERNING THE APPOINTMIJJT OF 
PERSONS EMPLOYED BY THE FEDERAL GOVERNMENT 


!• Under CIA Regulation 
employment possibilities may 


(Paragraph B, "Procurement Contacts"), 

_ . be discussed with a person who is already 

employed by the Federal Government only upon presentation of a written state- 
ment from his agency authorizing him to seek other employment, or if otherwise 
authorized by the personnel office of such agency. In addition, transfers of 
personnel from other Federal establishments which involve promotions are 
explicitly prohibited. With the exception mentioned in the next paragraph, it 
is proposed that these limitations upon present hiring of Federal employees 
should be speedily removed. This recommendation is based upon the following 
observations: 


a. Generally, Federal agencies have pT iminated the requirement 
that release statements from other agencies be obtained as 
a prerequisite to the appointment of Federal employees; it 
is probable that the present policies of the CIA are unique 
in this respect; further, the fact that ClA accords this 
courtesy to other agencies has not resulted in reciprocal 
consideration. A substantial number of CIA employees transfer 
to other agencies and only in the rarest instances do these 
agencies request permission from this agency to effect such 
transfers. 


bo The present release requirement discowages many persons from 
applying for CIA employment. Understandably, many prospective 
applicants have no desire to incur the displeasure of their 
jupervisors, particularly when appointment processing in this 
agency generally entails several months' time. The fact that 
it is known that an employee has applied for employment outside 
his agency often eliminates the individual from consideration 
for new assignments, advancements, or other benefits, and some- 
times results in unpleasant relationships between the employee 
and his superiors. 

c. The restriction against promotion at the time of transfer has 
established an especially difficult obstacle to recruitment since 
the motivation of immediate financial advancement must be elini- 
nated in discussing the advantages of Agency employment in relation 
to the applicant's present situation. 

d. These restrictive provisions of the Agency personnel policy have 
the effect of n^illifying the present Federal policy of encouraging 
the movement of employees from non-defense agencies. The Federal 
reemployment rights program, administered by the Civil Service 
Commission, provides a regular procedure whereby defense agencies 
are authorized on their own initiative to effect appointments of 
Federal employees working in non-defense agencies. To accelerate 
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this shift of personnel to defense agencies, employees of non- 
defense agencies are granted reemployment rights to their former 
agency, to be effective upon curtailment of employment in defense- 
type agencies. In accordance with this procedure a defense agency 
desiring to appoint an employee of a non-defense agency will send 
an official notice to that effect directly to the non-defense 
agency. It is presumed, in these cases, that utilization of employees' 
skills in defense agencies serves the national interest bettor than 
their retention in non-defense work. In several cases the CIA 
requirement that permission be obtained to discuss employment in this 
agency has placed the employee at a disadvantage under the Federal 
reemployment rights program* The pattern which can be traced in 
these cases begins with the employee's request for a release state- 
ment which gives the non-defense agency the means for learning of his 
interest in CIA employment. Then, before security clearance is 
. granted for the individual's employment in CIA, he is placed on 
reduction in force rolls by his agency. This maneuver deprives the 
applicant of the opportunity to obtain reemployment rights since the 
program does not extend to persons who have obtained notification of 
involuntary termination prior to official notification from the 
defense agency of intent to take appointment action. 

e. The release requirement does not appear to be entirely consistent 
with the Agency's security program. For example, the employee must 
frequently negotiate through various layers in his agency hierarchy 
in order to obtain a statement of permission to discuss employment 
possibilities with CIA. His interest, therefore, becomes a matter 
of general knowledge. Subsequently, the security representative 
investigating his employment in that agency will pose as the investi- 
gator of another organization in order to de-emphasize the interest 
of CIA in the individual. These two processes would seen to be 
somewhat inconsistent. 

2. The need for CIA to maintain the highest level cooperative relation- 
ships with certain agencies would seem to dictate an exception to the general 
recruitment procedvires. Therefore, applicants for CIA employment who are 
already working in Federal activities engaged in intelligence, security, or 
law enforcement functions should be required to present statements from their 
agencies authorizing these persons to seek employment here. 
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INITIATION OF PERSONNEL ACTIONS 


be amended to provide 


It is recommended that CIA Regulation , . 

for designating the location of authority for approving personnel actions j 
harmony with the following proposal: 


in 


1. Deputy Directors and Office heads are responsible for the initiation 
of personnel actions on authorized positions under their jurisdiption 
and for the routing of such actions to the Personnel Office after 
appropriate authentication of the recommendation, as provided belowo 

a. Personnel actions involving grade GS-18 and the three 
special grades authorized by Public Law 110, as amended, 
will be signed by the Deputy Director under whose juris- 
diction the position is located, and referred to the 
Director ibr approval o 

b. Personnel actions in grades GS-16 and 17 will be signed 
by the Office head and Deputy Director in whose juris- 
diction the position is locatedo 

Co Personnel actions in grades GS-15 and below will be 
signed by the Office head concerned. Office heads may 
designate individuals within their organizations to sign 
and forward personnel actions involving grades through 
GS-l5o The names of individuals so designated and any 
changes in designations will be furnished in writing to 
the Personnel Office* 

2. The Personnel Director is authorized to act on recommended 
personnel actions involving grades through GS-17. The Chief, 

Covert Personnel Division and the Chief, Overt Personnel 
Division are authorized to act on recommended personnel actions 
involving grades through GS-l^o 
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CONPl’DBHTUL 


C...NT.-.AL INTELLIGiilHCE AGENCY 
V/aahington, D. 0. 


ADMINISTRATIVE INSTR UCTION 30 January 1950 

NO. I I 


SUBJECT « Employment of Consultants. 


1. Effective this date, all consultants, whether to be employed 
on a WAE or WOC basis, will be prooessed for appointment and the 
necessary seourity olearanoe in the same manner as regular full time — 
employees. 

2. A completed appointment form will be submitted to jbhe proper 
Personnel Division in each case of desired employment, /information as 
to the length of time the sorvioes of the individual will be used, 
whether on a one-time or Intermittent basis (i.e, one day per week, 
two weeks per month, oto«), whether in CIA buildings or at other work 
looations, and any other pertinent factors at variance with the normal 
utilization of a regular full time employee. 

3. When first reporting for duty under an approved contract, the 
Individual will be routed to the appropriate Personnel Division for the 
completion of the employment action, 

it. Appropriate supervision must bo exercised over the use of con- 
sultants to insure that their sorvioes are being utilized in acoordanoe 
with Agency regulations. Time and Attendance Cards submitted for pay- 
ment for serviooa must reflect aotual hours worked, and include a 
oortifioation by the supervising division or branch ohlef. 

5. In acoordanoe with existing laws, the following certification 
Yflll be attached to his Time and Attendance Records by the consultant: 

"I certify that on the days covered by this i*oport, during 

whioh I was employed by CIA, I performed no duties for any other 

Government A.gonoy for whioh compensation has been or will be 

claimed." 

6. All outstanding consultant appointments will be reviewed by 
the Personnel Divisions as of 30 June and 31 Deoembar eaoh year. 
Recommendation for renewal or cancellation will be requested of the 
appropriate Assistant Director or Staff Chief. 

7. Upon determination that a consultant's services are no longer 
required, the Assistant Director or Staff Chief oonoernsd will notify 
the Personnel Division on the proper termination form. The Personnel 
Division will arrange for final olearanoe. Any outstanding indebtedness 
to the Agency will be referred to the appropriate office for settlement 
prior to processing of the termination aetlon. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE a 
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TOim 

: S'A-eiKfltf ®e;ii^A¥KS'’'J!:bVERNMENT 


TO , Personnel Director date. 29 December I949 

FROM : Budget Officer 

SUBJECT: Proposed Administrative Instruction Regarding Employment of 

Consultants and Experts 


1. There is attached a redraft of the proposed Administrative 
Instruction pertaining to the "employment of consultants" which has 
been prepared by this office to meet certain budgetary and fiscal 
requirements. It does not appear that the changes sugiTes-t0(I will 
have any material effect from either a security or legal vieviTpoint. 

2. It is desired that the attached schedule which shows 
information pertaining to the work performed by the consultants and 
experts be returned to this office at the time the proposed In- 
struction is issued since we desire to follow through on certain 
aspects of the problem with the Fiscal Division. 

3. Copies of our redraft have been furnished the Security 
Branch, I&S, and the General Counsel. 


1 

E. R. SAUNDERS 


25X1 


Attachment 
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Acting Chief, Finance Division 10 November 1949 
Thru I Acting Chief, Special Support Staff 
Acting Chief, Employees Division 

Consultants 


I □ was concerned about the problem of 

consultants of this Agency being simultaneously employed by 
another Agency* I have discussed the matter with! ^ 
and he has agreed that a certification placed on the time and 
attendance record and signed by the consultant would suffice 
for parent. It is suggested that the following certification 

oa tiMan: 


'*I certify that on the days covered 
by this report, during which I was employed by 
CIA, I performed no duties for any other Gov- 
ernment Agency for which compensation has been 
or will be received." 


I suggest 


2. If you are in accord with this method of control, 
that you advise both OSO and OPC of the new procedure. 


25X1 


STAT 
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21p September lyljl 

TO; Deputy/ X)ii”ector (Adjainistration) 

SUBJECT; Proposed Hevioion ol’ CIA Regulation Mo. 


1. Aa ouggeoted in the attached juemoranduui from the Legislative 

Counaei dated 21 Sept ember, th ei-e is submitted herewith proposed revision 
of CIA Regulation Wo. | | 

2. The only chatige is ixi paragraph B which has been amended to expand 
the membership of tie Loyalty Board to include the three Deputy Directors 

and all Assistant Directors of tie .igency. At present only the Deputy Director 
(Adiulnistration) and the Deputy Director (Plans) ore members. 

3. Please note the recojutwjndation contained in paragraph k of the 

Legislative Counsel’s meaaorandma which suggests that the Legal Advisor also 
serve as Recorder of the Board, and that the Executive Secretary be deleted 
from the Loyalty Board procedure. If this recommendation is ax^provod, the 
change may be indicated on the attached revision of I I 


Advisor for rianagement 


DLM/ls 


cc: subject' 
chrono 


'i n s' d ^ a 

lin n a 
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21 .bicptember 1951 


Memorandum for; 
Through: 

Froir»: 

Subject: 


Deputy Director (Administration) 
Advisor for Management 
Legislative Counsel 

Proposed Revision of CIA Regulation No. 


25X1 


1. At recent meetings of the CIA Loyalty Board, it was the consen- 
sus of the members tliat the Board should be expanded from its present 
membership of the three Deputy Directors to include ail the Assistant 
Directors of the Agency. 


2. It was felt that as each case arose, the Chairman of the Central 
Intelligence Agency Loyalty Board (the Deputy Director of Central Intelli- 
gence) would designate a three -man panel of the Board to sit on the 
specific case. It was also informally agree.d that where a given case was 
particularly complex or involved senior officials of the Agency, the three 
Deputies would siL as the panel. 

3. In view of the above, it is recommended that CIA. Regulation No. 

dated 27 June 1951, subject: Loyalty Board and Loyalty Adjudica- 
tion Procedure, should be amended by changing paragraph B thereof to 
read as follows: 

"A Loyalty Board is established for the Central Intelligence Agency 
to adjudicate all loyalty casec arising in the Agency. It shall be 
composed of the following officials: 


Deputy Director of Central Intelligence 

All Deputy Directors and All Assistant 
Directors 

Executive Assistant to the Director 

General Counsel or his designated 
representative 

Assistant Deputy (inspection and 
Security) or his designated re- 
presentative 


Chairman 

Members 

Recording Secretary - 
without vote 
Advisor - without 
vote 

Advisor - without 
vote 
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The Chairman of the CIA Loyalty Board shall designate a nanel 
of at least three members of the Board to sit in each case! No 
individual shall sit as a member of the Loyalty Board convened 
to consider a chse of an employee assigned to his office. " 


* Recorder of the Board, joins the legal advisor 

in recommending that the legal advisor also serve as Recorder of the Board 
in view of ihe fact Uiat all records are made and kept in the General Counsel 
Office. It is therefore recommended that the Executive Secretary be deleted 
frozn the JLoyalty Boaird procijdurc. 


Walter L. Pforaheimer 
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TO : Advisor for Managemont 
FROM : Assistant General Counsel 


DATE: 22 Juno 19^1 


SUBJECT: 


itevision of CIA Regulation No. 


1. The following revisions to CIA Regulation No 
suggested! 


are 


25X1 

25X1 


a. Paragraph lOA, second line, after ''Executive Order 
983 ^,” insert the following: 

"as amended by Executive Order 102iil," 

b. Paragraph lOE. It is suggested this paragraph be re- 
viritten as follows: 

"The standard for the refusal of employment or the re- 
moval from enplpyment in the Agency on grounds relat- 
ing to loyalty under Executive Order 9835, as amended, 
shall be that, on all the evidence, there is reason- 
able doubt as to the loyalty of the person involved 
to the Government of the United States. The decision 
shall be reached after consideration of the complete 
file, arguments, briefs and testimony presented." 


Enel: 

P. 1, CIA Reg. No. 


25X1 


n>f . , M 






^ 



n ffl'ii , 


bummmim.. 
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fcl KM tf*# Rwriittv 


li3 Sexjtembci” 1952 


M13M0RANDUM FOR: Actlnc; Deputy Director (Administration) 


SUBJECT; 


Proposed Revision of CIA Regulation Nog. 
Review Board and Procedures and 
Loyalty Adjudication Procedures 


Jilmployment 
Loyalty Board and 


25X1 

25X1 


5X1 


25Xlf 

r; 

ii 


1. In accordance with your instructions^ subject Regulations have been 
revised to reflect changes in ohe composition of the Employment Review Board 
and the Loyalty Review Board, and are attached for approval and signature. 


2. The change in the Emp loyment Review Board is reflected in paragraph 


C of CIA Regulation No, 


Jind the change in^ the T-oyal ty Review Board is 

Except for format, 


reflected in paragraph B of CIA Regulation No. 
these two paragraphs agree with the statements which have been approved by the 
Deputy Director. 


3. Please note that only one page of CIA Regulation No. .6 attached. 

The entire Regulation will have to be reprinted and pages renumbered' in order 
to place paragraph B in proper sequence, but since there are no changes in 
language in subsequent paragraphs, this can be done by splicing the negatives, 
thus avoiding the possibility of typographical errors. 


4. CIA Regulation No . I ~| ha3 been retyped to reflect the following 
changes in addition to the change reflected in paragraph C; 

a. The title "Personnel Director" which appears throughout the 
previous edition has been changed to read "Assistant Director (Personnel)". 
These changes were made with the concurrence of the Assistant Director 
(Personnel.) and we hold his written approval. 

b. The third sentence in paragraph G has been changed from "Any 
member including the Legal and Special Advisor may append an individual 
signed comment" to "Any member or Advisors may append an individually 
signed comment. This change has the oral concurrence of the General 
Counsel’s Office. 

5. Upon recommendation of the General Counsel's Office, both Regulations 
have been prepared for the Director's signature. Their feeling is that in the 
event a case should be taken to court, the order establishing either Board might 
be challenged if it were not signed by the head of the Agency. 


Acting Chief, 0 & M Service 


Attch. 

CIA Reg No. 
CIA Reg No. 



25X1 

25X1 


25X1 


///V 
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25X1 


9. EMPLOYMENT REVIEW BOARD Al^D PROCEDURES 

A. Sub-paragraph (c) of Section 102, National Security Act of 1947 (Public Law 
253 “ Both Congress), is quoted below: 

"Notwithstanding the provisions of Section 6 of the Act of August 24, 1912 
(37 Stat. 555)^ or the provisions of any other law, the Director of Central 
Intelligence may, in his discretion, terminate the employment of any officer 
or employee of the Agency whenever he shall deem such termination necessary 
or advisable in the interests of the United States, but such termination shall 
not affect the right of such officer or employee to seek or accept employment 
in any other department or agency of the Government if declared eligible for 
such employment by the United States Civil Service Commission." 

B. The Section quoted above was enacted to enable CIA to maintain high personnel 
standards essential to a national intelligence Agency. 

C. (l) An Employment Review Board is established to provide an Impartial review, 

and advise the Director in the Just and equitable exercise of his dis- 
cretionary power under the Act. This Board shall be composed of the 
following officials or their designated representatives. 

^eputy Director of Central Intelligence - Chairman 
All Deputy Directors and Assistant Deputy 
Directors, the Inspector General, all 
Assistant Directors and Deputy As- 
sistant Directors, the members of the 
Board of National Estimates, the Senior 
Staff Chiefs of the Office of the 
Deputy Director (Plans), and the Execu- 
tive Assistant and the Assistants to 
the Director - Members 

General Counsel or his designated repre- 
sentative - Advisor - without vote and 

Recording Secretary 

Assistant Deputy (inspection and Security) 

or his designated representative - Advisor - without vote/ 

(2) No individual shall sit as a member of the Employment Review Board convened 
to consider a case of an employee assigned to his office. 

(3) Chairman, or in his absence the Deputy Director (Administration) or 
the Assistant Deputy Director (Administration), shall designate a panel 

of at least three members of the Board to sit in each case. The regularly 
designated meeting time for the presentation of Employment Review Board 
cases shall be Tuesdays at 163 O hours. The members will be notified 

- 1 - 
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NUMBER 


several clays in advance in each case, so that they may reserve the time 
and acquaint themselves with any necessary details in each case. Once 
a panel has met on a given case, the Chairman of the panel is responsible 
for the arrangement of subsequent meetings and the timely completion of 
the case_^7 

D, (l) Every case involving involuntary termination of an employee will be for- 
warded by the head of the appropriate office to the Assistant Director 
(Personnel) together with all applicable reports of investigation and 
other pertinent records. 

(2) (a) If the Assistant Director (Personnel) determines that final adminis- 

trative action by his Office is not feasible, he shall immediately 
forward the record to the Board for its consideration. 

(b) The Board will make a preliminary review to determine if there is 
sufficient evidence tj warrant formal Board proceedings and recom- 
mendations to the Director, If formal Board proceedings are not 
considered feasible, the Chairman will return the records to the 
Assistant Director (Personnel) so stating. 

(c) If the evidence presented is considered sufficient for formal Board 
proceedings, the Assistant Director (Personnel) will be Informed in 
writing by the Chairman of the Board, with instructions to place the 
employee concerned on leave under the provisions of this directive 
(with pay to the extent of accrued leave and without pay in excess 
thereof), and transmit to him at his home address a written notice 

by registered mall, return receipt requested, to include the following: 

(1) That information has been presented to the Employment Review 
Board indicating the possibility of the termination of his 
employment with CIA under the provisions of the law quoted in 
paragraph A. of this Regulation. 

(2) That his case will be considered by the Board within ten days 
from date of notification, (in cases of employees assigned in 
other than the Washington area, the period of time will be ex- 
tended to twenty-one days to enable the employee either to 
appear at his own expense or to submit a written statement for 
consideration.) 

(^) That Inquiries in connection with suspension notices should be 
made to the Assistant Director (Personnel), 

(4) That the employee may submit to the Assistant Director (Personnel) 
a written statement to be considered by the Board or a request to 
appear in person before the Board, 

( 2 ) That the employee may resign voluntarily under circumstances in- 
dicated below: 

(a) At any time prior to the Director's action on recommendations 
- 2 - 

CgpiDENTIAL 
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,25X1 


of the Board. 

(b) When resignation is not submitted prior to the Director's 
action, and the Director determines th-it employment should 
be terminated, the Director may authorize that the employee 
be afforded a further opportunity to resign within 48 hours 
after receipt of notification to that effect. In such 
circumstances, if resignation is not submitted within the 
indicated period, employment will be terminated under the 
authority quoted in paragraph A. above. 

(d) When circumstances permit, more specific basis for Board action 
will be specified by the Chairman of the Board to be included in 
the notice to the employee concerned. 

(3) Prior to the dispatch of the notice to the employee the Assistant 
Director (Personnel) will personally notify the head of the Office 
concerned, verbally or in writing, of the action Initiated. 

E. The Assistant Deputy (inspection and Security) may refer directly to the Board 
any case arising within the scope of his functions. Action will be taken by 
the Board in the same manner as for cases covered under paragraph D. above, 
except that records which are returned by the Chairman on the basis of in- 
sufficient evidence will be returned directly to the Assistant Deputy (inspection 
and Security). 

F. The Assistant Director (Personnel) will; 

(1) Ascertain at the earliest practicable date, the desires of the employee 
placed on leave under the provisions of this Regulation to make state- 
ments in person before the Board, and, when requested, will arrange 

a schedule for such appearances directly with the Board recorder. 

(2) Forward directly to the Board recorder written statements received from 
employees placed on leave under the provisions of this Regulation. 

G. In those cases where formal proceedings are decided on, the Board will give 
full consideration to each case, including voluntary written or verbal state- 
ments of individuals concerned, and such additional evidence as may be deemed 
necessary, and prepare a written recommendation to the Director, The recom- 
mendation will be signed by each voting member of the Board, noting concurrence 

or nonconcurrence in each case, ^y member or Advisors may append an individually 
signed comment^/ complete record of each case considered by the Board will 
be attached to the Board's recommendations for the information of the Director. 

H. The Director's determination in each case considered formally by the Board 
will be final. If his decision is to terminate employment, notice of 


-3- 
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separation to the Civil Service Commission will state only that separation 
is accomplished by order of the Director under authority granted by sub- 
paragraph (c) of Section 102 of the National Security Act of 194?; without 
further amplification. 
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10 . LOYALTY BOARD AND LOYALTY ADJUDICATION PROCEDURE 

A. The Regulations and Directives duly promulgated hy and under the authority 

of the Loyalty Review Board, in accord with the provisions of Executive Order 
9835# as amended by Executive Order 10241 , constitute the basic and con- 
trolling regulations to govern all loyalty adjudication procedures in the 
C( 5 ntral Intelligence Agency. 

B. (1) A Loyalty Board is established for the Central Intelligence Agency to 

adjudicate all loyalty cases arising in the Agency, It shall be com- 
posed of the following officials jov their designated representatives: 


25X1 


Deputy Director of Central Intelligence 

All Deputy Directors and .\S 8 istant Deputy 
Directors, the Inspector General, all 
Assistant Directors and Deputy Assistant 
Directors, the members of the Board of 
National Estimates, the Senior Staff 
Chiefs of the Office of the Deputy 
Director (Plans), and the Executive 
Assistant and the Assistants to the 
Director 

General Counsel or his designated repre- 
sentative 

Assistant Deputy (inspection and Security) 
or his designated representative 


- Chairman 


- Members 

- Advisor - without vote 
and Recording Secretary 

- Advisor - without vote/ 


(2) No individual shall sit as a member of the Loyalty Board convened to 
consider a case of an employee assigned to his office. 

(3) The Chairman, /or in his absence the Deputy Director (Administration) 
of the Assistant Deputy Director (Administration)^^ shall designate a 
panel of at least three members of the Board to sit in each case, 

/^e regularly designated meeting time for the presentation of loyalty 
cases shall be Tuesdays at 163O hours. The members of a panel will be 
notified several days in advance in each case, so that they may reserve 
the time and acquaint themselves with any necessary details in each 
case. Once a panel has met on a given case, the Chairman of the panel 
is responsible for the arrangement of subsequent meetings and the timely 
completion of the ca-sej 



Rescind : Page 1 of | 
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formation 


Septombor 19^2 


miDRAmm for: Acting Deputy Director (Administration) 


SUBJECT: 


Proposed Revisions of CIA Regulations 


1. Attached herewith i s a propos ed revision of para- 
graph B of CIA Regulation No j i Lovaltv Board and 25X1 

Loyalty Adjudication Procedure, 

25X1 A s. n* attach ed herewi th is a revision of paragraph 

G of CIA Regulation l| | Employment Review Board and 

Procedures. 


3» These two proposed revisions have been approved 
by Mr, Dulles^ and the initialed copies are attached here- 
with as a basis for issuance. 


25X1 A 


Attachments - 2 





Security Jn'format/’on 


SEP 16 1952 
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An Employment Review Board is established to provide an impartial 
review^ and advise^ the Director in the .just and equitable exercise 
of his discretionary power under the Act, This Board shall be com- 
posed oi the iollowing officials or their designated representatives. 


Deputy Director of Central Intelligence 

All Deputy Directorgp and Assistant Deputy 
Directors, the Inspector General, all 
Assistant Directors and Deputy Assis- 
tant Directors, the members of the 
Board of National Estmates, the Senior 
Staff Chiefs of the Office of the Deputy 
Director for Plans, and the Executive 
Assistant, and the Assistants to the 
Director 

General Counsel or his designated repre- 
sentative 

Assistant Deputy (inspection and Security) 
or his designated representativeX 


- Chairman 


- Members 

- Advisor - without vote 
and Recording Secretary 

- Advisor - without vote 


The Chairman, or in his absence the Deputy Director/Adininistration or 
the Assistant Deputy Director/Administration, shall designate a panel 
of at least three members of the Board to sit in each case. No indi- 
vidual shall sit as a member of the Employment Review Board convened 
to consider a case of an employee assigned to his office. The regu- 
larly designated meeting time for the presentation of Employment 
Review Board cases shall be Tuesdays at I630. The members will be 
notified several days in advance in each case, so that they may re- 
serve the time and acquaint themselves with any necessary details in 
each case. Once a panel has met on a given case, the Chairman of the 
panel is responsible for the arrangement of subsequent meetings and 
the timely completion of the case. 




1 


/?/■ 
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TO ! Deputy Director (Administration) OATE; 2 ifey 1951 / 

FROM j Advisor for ManagemOnt 
SUBJECT: Fair Employment Procedure 

1 * The Comptroller ^ the Advisor for Management, and a repre- 
sentative from the Personnel Office met on ^0 April I951 to discuss 
the President's Fair Employment Program as directed. The Comptroller 
stated that to date no complaints have been submitted to the Pair 
Employment Officer. 

2 . In order to bring the program to the attention of all 
employees periodically, the following methods are recommended: 

a. Issue a notice annually in the Spring of the year jJ) 
to all components of the Agency through the Section level 

No. 4 ) requiring all supervisors to assure 
that each employee un der their ju risdiction reads and under- 4^ '( 
stands CIA Regulation [ | (Advisor for Management) ^ 

b. Incorporate, in brief form, the essentials of the M 

. Fair Employment Program in the Employees' handbook, making 

reference to CIA Regulation | [ (Personnel Director) 

Include appropriate oomraents regarding Fair Employ- ^ 
mont in the orientation program for new employees. (Director 
of Training) 

3. The Employees' handbook is currently being revised so the 
method suggested in paragraph 2 .(b) will be accomplished within a 
relatively short period of time. 

4. The above actions can be accomplished and the matter 
referred to at Assistant Directors' meetings periodically. 



25X1A 
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VNDisn Executive OnoER 0080 

Eirectlvo May 1, lOSl, Port 410 la re- 
vised and amended to rend ns follows; 

Boo. 

410.1 'Ooverago. • 

410.9 Bxplnnfttlon of terms. ’ 

? eo. ''4 f 

10 . 8 -Fftlr Bmploymsat Ofllosrr. ;m 1 
410.4 Instructions for linndllng complaints 
and appeals mode by individuals. 

410,8 Instructions for handling complaints 
filed by groups or organizations. 

410.0 Records and reports, 

410,7 Dissemination of information. 

AuTHoniTY! 1(410,1 to 410,7 Issued under 
B. O, 0080, July 20, 1048, 13 F. R. 4311, 3 
OFR, 1048 Supp. 

8 410.1 Coverage, (a) Executive Or- 
der 9000 and this part apply to all de- 
partments and agencies in the executive 
branch of the Federal government. 

(b) The remedies provided under Ex- 
ecutive Order 0980 and this part shali bo 
.available to citizens of, and persona who 
owe allegiance to the United States who 
are employed by, or are applicants for 
employment in the executive branch 
of the Federal aovernroent. 

§ 410.2 Explanation of terms — (a)' 

Department. Any department or agency 
of the executive branch of the Federal 
government, including the Civil Service 
Commission. 

(b) Employee. An . individual ap- 
pointed by a Federal officer, and who is 
engaged in the performance of Federal 
functions in the executive branch of the 
Federal government under authority of 
an act of Congress or an Executive order, 
and who, in the performance of such 
duties, is supervised and directed by a 
Federal officer. 

(c) Applicant. A person falling of 
appointment In the executive branch of 
the Federal government who alleges a 
grievance relating to discrimination. 

(d) Discrimination. An unfavorable 
personnel action affecting an employee 
or applicant based on race, color, re- 
ligion, or national origin and not on 
merit and fitness. Preference in ap- 
pointment and dlilerence in- conditions 
of employment, such as pay, leave, hours 
of work, etc., based upon law or upon 
regulations under authority of law do 
. not constitute discrimination within the 
meaning of Executive Order 9980. 

(e) Personnel action. Any action 
; taken within a department Which af- 
fects the equality of economic oppor- 
; tunlty of an employee or applicant, ex- 
! cept an action taken pursuant to a 
1 formal decision of the Fair Employment 
!■ 'Board and designed to correct a specific 
j discrimination,. The term “personnel 
[ action” shall include failure to act. 

(Continued on p. 3273) 
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Justleo Department 
SCO Allen Proporky, Onioo of, 

Approved For Release 20(U^17op6Mfe)OP81-00728R00Q1 001 30006-4 
SCO Wage and Hour Division. 

Land Managomont, Bureau of 
Notices: , 

Alaska ; shore space restoratlon- 
C '.llfornla! revocation of orders 
opening lands to entry under 

Georgia-Alabama Broadcast- 
ing Gorp. (WGBA) 3318 

Harmco, Inc. (KROY) 3317 

' Huntsville Times Co„ Inc. 

(WHBS)-...— — 3317 

Logan Broadcasting Corp. 

(W,VOW) ct ttl — 3310 

Lyon', Leonard R — 3318 

Patterson, S. lH. <KJAY) 3317 
United Broadcasting Co., Inc. 

(WAPX)_j, — — 3317 

Western Broddcastlng Associ- 
ates and 'west Side Radio- 3316 
Statements of organization, del- 
egations 0 ^ authority and 
public Information; amend- 
ment -I : — 3319 

Proposed I r ule lAaklng! * 

Practice and | procedure; nppli- 
' cations for (temporary permis- 
sion to operate standard and 
PM broadcast stations with 
licensed operators of lesser 
grade jthah normal: — 3309 

Rules and' reg^ulatlons: 

Commercial radio operators: 

Renewal Requirements—.— 3306 
Temporary limited radiotele- 
graph Second class operator 
lloend(S— — 3306 

Federal M(^ritime Board 

Notices: 

Gulf/United Kingdom Confer- 
ence, etval., member lines;' 
agreemjehts — - 3314 

Federal Power Commission 

Notices: I \ 

J. B. McCrary Engineering Corp. ; 
order idlstrilssing declaration 
of Intention.—— — 3320 

General Services Administration 

Notices: j 1 
Delegations of authority: 

Postm^ter General: procure- 
merit of supplies and serv- 
ices; for Improvement of 
postal operations and other 

activities ; 3319 

, Secretary of Defense ; with re- 

I spect to show’i cause order 

Issued by New jersey Board . 
i of public Utility Commls- 

; ‘ sioiiers in regard to electric 
! , rates of Public Service Elec-' 

I trie and Gas Co.:.— 3319 

t Housing and Home '‘ Finance 
i ■ ; Agency ; 

I Notices;. 

i Attesting officers ; designation 
' of —...7.3.19 


//-• 
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Saturdau, April 14 , 1951 


FEDERAL REGISTER 
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CONTENTS—ContInued 


CODIFICATION GUIDE 


Post Office Department 

Delceatlon of authority to Post- 
master Qoneral from General 
Services Administrator with re- 
spect to procurement of supplies 
and services for improvement of 
postal operations and other ac- 
tivities* (see General Services 
Administration) . 

Price Stabilization, Office of 

Notices: 

'' North Star Woolen Mill Co., 
ceiling prices at retail; cor- 
rection (CPR 7) 3316 


Production and Marketing Ad- 
ministration 

Proposed rule making: 

Milk handling In Louisville, Ky., 
marketing area 

Rules and regulations: 

Limitation of shipments: 
California and Arizona:: 

Grapefruit 

Lemons 

Milk handling in Quad Cities 

marketing area 

Peanuts: 

Marketing quota for 1951 

crop 

•National marketing quota, 
national acreage allotment, 
and apportionment to States 
of national acreage allot- 
ment for 1951 crop 

Reclamation Bureau 

Delegation of authority to Com- 
missioner from Secretary with 
respect to acquisition of lands 
and water rights (see Interior 
Department) .. 


3307 

3277 

3277 

327G 

3276 


3275 


A numorlcnl Hat of tho parts of tho Codo 
of Federal Kogulatlona agootod by dooumenta 
publlahod in this lasuo, Proposed rules, ns 
opposed to final notions, are Idontlllod ns 
such, 


Title 5 P“Bo 

Chapter I: 

Part 0-._ 3271 

Chapter IV: 

Part 410 3271 

Title 7 
Chapter VII: 

Part 729 (2 documents)- 3276 

Chapter IX: 

Part 944 3276 

Pai't 940 (proposed) 3307 

Part 963 : 3277 

Part 956 3277 

Title 14 ' 

Chapter I: 

Part 3 3278 

Title 29 
Chapter V: 

Part 704 3296 

Title 32 
Chapter V: 

Part 518 3296 

Part 556 3300 


Chapter VII: 

Part 855 (see Part 556). 

Title 32A 

Chapter XI (DEPA) : 


EO-1 3301 

Chapter XVII (HHFA) ; 

CR 1 — 3302 

CR2 3303 

Title 47 
Chapter I: 

Parti (proposed) 3309 

Part 13 (2 documents) 3305,3306 


Rural Electrification Adminis- 
tration 

Notices: . ' 

Allocation of funds for loans 

(2 documents)— 3312,3313 

Loan announcements: 

Alabama 3312 

Georgia 3312 

Iowa (5 documents) _ 3312, 3313, 3314 

Kansas 3312 

Kentucky 3313 

Louisiana &313 

Minnesota (2 documents). 3313, 3314 

New Mexico 3313 

Oklahonr*a 3312 

Oregon 3313 

Texas (2 documents) 3312,3313 

Virginia (2 documents) 3313 

Securities and Exchange Com- 
mission 

Notices: 

Hearings, etc. : 

Baldwin Securities Corp. 3322 

National Fuel Gas Co. et al-_ 3323 
National Power . & Light Co. 
et al : 3322 

Wage and Hour Division 

Rules and regulations: . ' 

Leather, leather goods, and re- 
lated products industry in 
Puerto Rico; minimum wage 
order_I;_i 3295 


/ / (f ) Complete file. 'All letters, notices, 
/memoranda, reports, transcripts, afil- 
davlts or supporting documents in con- 
nection with the Initiation, investigation, 
hearing, declson and closing of a case 
or cases. 

(g) Deputy Fair Employment Officer. 
The term “Deputy Pair Employment 
Ofilcer" shall Include committees and 
boards. 

■ § 410.3 Fair Employment Officer. The 
head of each department shall appoint 
a Pair Employment Offloer who shall 
have full operating responsibility under 
the' Immediate supervision of the head 
of the department for carrying out the 
, fair employment policies stated In Ex- 
ecutive Order 9980. In each depart- 
ment, as defined in § 410.2 (a), which is 
composed of two or more bureaus or 
comparable subordinate organizational 
units, the ‘Pair Employment GSicer shall 
appoint one or .more Deputy Pair Em- 
ployment OfBcers who, under his general 
supervision shall have the responsibility 
for carrying out the fair employment 
policy and procedures within their re- 
spective organizatlonalunits. 

§ 410.4 Instructions for handling com- 
plaints and appeals made by individ- 
uals — (a) Initiation of complaint. . (1) 
Procedures under this section shall apply 


and bo available only to an employee or 
to a person falling of appointment who 
alleges that a personnel action, as de- 
fined In 8 410,2 (a) , which affects him 
has been taken because of race, color, 
religion, or national origin. 

(2) The complaint must be made not 
later than three months from the date 
of the personnel action complained of, 
unless failure to submit tire complaint 
within these time limits was due to un- 
usual circumstances beyond the control 
of the complainant. 

(3) An employee may file a complaint 

with the flr.st-llne supervisor, with the 
Deputy Pair Employment Officer, or with 
tho Pair Employment Officer, Com- 
plaints initiated with the supervisor may 
be oral or in writing. Those initiated 
with the Deputy Pair Employment Ofilcer 
or the Pair Employment Officer mu.st be 
In writing. , 

Note : Employoos should be encourngeU to 
seek Informal adjustment of their com- 
plaints with their Immediate supervisors. It 
Is tho view of tho Board that good relatione 
between tho supervisor and the employee 
will thus bo furthered. Many Incipient com- 
plaints can be eliminated by giving valid 
reasons for an notion that Is being brought 
Into question. Whore error has crept In, tho 
supervisor will have opportunity to correct 
It on his own motion. Furthermore, with 
responsibility upon tho supervisor for Initial 
notion on tho complaint the problems In- 
volved will bo more forcefully Improsaod 
upon him. If no adjustment can bo made, 
tho supervisor should advise tho employco 
to put his complaint In writing. 

(4) An applicant may file a complaint 
with the Deputy Pair Employment Offi- 
cer, or with the Pair Employment Officer 
of the department. Such complaints 
must be in writing. 

(5) Any initial written complaint 

must specify: '• 

(i) The name of the department and 
employing unit against which complaint 
is made. 

(ii) The specific personnel action or 
actions complained of. 

(iil) The approximate dates or date 
thereof, 

(iv) A statement of all pertinent facts 
in support of the allegation of discrimi- 
nation, Including dates, names of indi- 
viduals involved, incidents, occurrences, 
and circumstances. 

(v) Remedies sought. 

(vi) Signature of complainant. 

(b) Supervisor’s action on a com- 
plaint. (1) If a written complaint is 
made to a supervisor, immediate steps 
shall be taken to effect such adjustment 
as is ■warranted by the facts. If the 
complaint is adjusted to the satisfaction 
of the complainant, a written report of 
such adjustment shall be made to the 
Deputy Fair Employment Offloer. If the 
complaint cannot be adjusted satisfac- 
torily and promptly, the report to the 
Deputy Pair Employmient Officer shall 
set forth the basis for the confplaint and 
the reasons for the supervisor’s inability 
to effect a sadsfactofy adjustment. 

(c ) Deputy 'Fair Employment.O ffficer’s 
action on a complaint — (1) Investigation 
and adjustment by informal negotiation. 
On receipt of an original complaint or a 
complaint referred to him by a super- 
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operator of tlie farm voluntarily sur- 
renders In writing to the county commit- 
tee by the closing date established by 
the State Committee, which shall not bo 
later than June 1, 1061, shall be deducted 
from the allotment to such farm In ac- 
cordance with Instructions Issued by tho 
Assistant Administrator. If any part of 
the farm acreage allotment Is perma- 
nently released (1. e,, for 1951 and all 
subsequent years), such release shall bo 
In writing and signed by both the owner 
and the operator of the farm. 

(b) Rcapvortionvient of released 

acreage allotment. Tho acreage allot- 
ments released under paragraph (a) of’ 
this section shall be reapportioned by 
the county committee. In accordance 
with Instructions issued by the Assistant 
Administrator,* to other farms in the 
same county receiving allotments in 
amounts determined by the county com- 
mittee to be fair and reasonable on the 
basis of land, labor, and equipment 
available for the production of peanuts; 
crop rotation practices; and soil and 
other physical factors affecting the pro- 
duction of peanuts. Such reapportion- 
ments shall be made on the basis of 
applications filed on Form MQ-30-(Pca- 
nuts) 1951 by farm owners or operators 
with the county committee not later 
than a closing date established by the : 
State committee, which shall be not ear- 
lier than May 1, 1951, or later than 
July 1, 1951. ■ ' 

(c) Maximum acreage allotment. No 
allotment shall be increased by reason of 
the provisions in paragraph (b) of this 
section to an acreage In excess of the 
larger of fi) the result obtained by mul- 
tiplying the tillable acreage available for 
the farm by the tillable acreage factor 
or (11) the largest picked and threshed 
peanut acreage'for the farm (excluding 
excess acreage) for any one of the years 

1948, 1949, or 1950, as determined under 
Instructions issued by the Assistant Ad- 
ministrator. 

(d) Credit for acreage allotment re- 
leased for 1951 only. The release, for 
1951 only, of any part of the acreage al- 
lotted for 1951 to Individual farms, pur- 
suant to paragraph (a) of this section, 
shall not operate to reduce the allotment 
for any subsequent year for the farm 
from which such acreage was released 
unless the farm becomes ineligible for an 
old farm allotment In 1952 because pea- 
nuts were not produced on the farm In 

1949, 1950 or 1951. Any reapportion- 
ment of allotment under this section shall 
not operate to Increase the allotment for 
any year subsequent to 1951 for the farm . 
to which the acreage is reapportioned. 

§ 729.229 Reallocation of allotments 
released from farms removed from agri- 
cultural production. The allotment de- •. 
termined or which would have been 
determined for any land which is re- 
moved from agricultural production for 
any purpose because of acquisition by 
any Federal, State, or other agency hav- 
ing a right of eminent domain shall be 
placed in a State pool and shall be avail- 
able for use in providing equitable al- 
lotnren1|s| fopCarms o)n5fe(^aw-purchased 
by latolri) m^ldced biwimaVof acquisi- 
tion of , their farms by such agencies. 
Upoi^^^p^e|i0cg QD^nty commit-' 


too wltliln five years from the date of 
such acquisition of tho farm, any owner 
so displaced shall bo entitled to have an 
allotment for any other farm owned or 
purchased by him equal to an ellotment 
Which would have been determined for 
such other farm plus tho allotment 
which would have been determined for 
tho farm so acquired: Provided, That 
such allotment shall not exoced 50 per- 
cent of tho acreage of cropland on tho 
farm. 

The provisions of this section shall not 
be applicable if (a) there is any mar- 
keting quota penalty due with respect 
to tho marketing of peanuts from the 
farm or by tho owner of the farm at tho 
time 'Of its acquisition by the Federal, 
State, or other agency; (b) any peanuts 
produced on such farm have not been 
accounted for as required by the Secre- 
tary; or (c) the allotment next to bo 
established for the farm acquired by 
the Federal, State, or other agency would 
have been reduced because of false or 
Improper Identification of peanuts pro- 
duced on or marketed from such farm. 

§ 729,230 Additional acreage allot- 
ment for farms producing types of pea- 
nuts in shorU supply. The additional 
acreage allotment apportioned to any 
State producing peanuts of a type or 
types determined to be in short supply 
for 1951, less a reserve for the correction 
of errors, shall be apportioned among 
farms on which peanuts of such type or 
types were produced in any one of three 
years 1948, 1949, and 1950, on the basis 
of the average picked and threshed 
acreage of peanuts of such type or types 
(excluding excess acreage) on each such 
farm during such period. The reserve 
for the coiTectlon of errors shall be de- 
termined by the State Committee on the 
basis of experience in past allotment ' 
programs and its knowledge as to the 
reliability of data used in apportioning 
the additional acreage to farms, and 
shall not exceed three-fourths of one 
percent of the additional acreage ap- 
portioned to the State. 

The increase in acreage allotment 
under this section shall not be considered 
in establishing future State', county, or 
farm acreage allotments. 

§ 729.231 Determination of 1947 or 
1948 picked or threshed peanut acreage 
for farms and right of appeal with re- 
spect to such determination. If the total 
acreage of peanuts picked or threshed 
on a farm does not exceed the total acre- 
age of peanuts picked or threshed on the 
'farm in 1947, or 1948 if no peanuts were 
harvested on the farm in 1947, payment 
of the marketing penalty as provided in 
section 359 (a) of the Agricultural Ad- 
justment Act of 1938, as amended, will 
.not be required on any excess peanuts 
which are delivered to or marketed 
through an agency or agencies desig- 
nated by the Secretary. The county 
committee shall, on the basis of data 
furnished by producers and other avail- 
able records of peanut acreages and 
production, determine for each peanut 
farm in the county the acreage of pea- 
nuts picked or threshed In, 1947, or 1948 
if no peanuts were harvested on the farm 
in 1947. A ndtice of the acreage so de- 


termined shall be prepared by tho county 
committee and mailed to the farm opera- 
tor. Any Interested person who, as 
operator, landlord, tenant or share- 
cropper, is dlssatlsfled with tho acreage 
so determined for tho farm may flic an 
appeal for reconsideration of such acre- 
age. Tho request for appeal and facts 
constituting a basis for such considera- 
tion must bo submitted in writing and 
postmarked or delivered to the county 
committee within 15 days after the date 
of mailing the notice. If tho applicant 
Is dissatisfied with the decision of tho 
county committee wltli respect to his 
appeal, he may appeal to the State com- 
mittee within 15 days after the date of 
mailing the notice of the decision of the 
county committee. The decision of the 
State committee shall be final. 

Done at Washington, D. C., this 12th 
day of April 1951. Witness my hand 
and the seal of the Department of Agri- 
culture. 


[seal] 


CiiAnLES P. Bhannan, 
Secretary. 


|P. R. Doc. 61-4602; Filed, Apr. 13, 1061; 
0:40 a. m.] 


Chapter IX — Production and Mar- 
keting Administration (Marketing 
Agreements and Orders), Deport- 
ment of Agriculture 

Part 944 — Milk in Quad Cities 
MA nicETiNG Area 

ORDER SUSPENDING CERTAIN PROVISIONS OF 
THE ORDER, AS AMENDED, REGULATING THE 
HANDLING 

Pursuant to the applicable provisions- 
of the Agricultural Marketing Agreement 
Act of 1937, as amended (7 U. S. C. 601 
et seq,), hereinafter referred to as the 
“act,” and of the order, as amended (7 
CFR Part 944), regulating the handling 
of milk in the Quad Cities marketing 
area, hereinafter referred to as the 
"order,” it is hereby found and deter- 
mined that: 

(a) The provisions of the order only 
insofar as they relate to the pricing and 
pooling of non-Grade A milk received 
from producers and the administrative 
and marketing service assessments levied 
thereon no longer tend to effectuate the 
declared policy of the act. 

(b) Notice of proposed rule making, 
public procedure thereon, and 30 days 
prior notice of the effective date hereof 
are found to be impracticable, unneces- 
sary, and contrary to the public interest 
in that (1) this suspension order relieves 
handlers from certain restrictions with 
respect to non-Grade A milk received 
from producers; (2) it is necessary to 
issue immediately and make effective not 
later than April 16, 1951, the suspension 
order to reflect current marketing condi- 
tions and to facilitate, promote and 
maintain the orderly marketing of milk 
produced for the Quad Cities marketing 
area; (3) non-Grade A niilk is no longer 
sold or permitted to be sold for fluid con- 
sumption in any of the several munici- 
palities of the marketing area ; (4) the 
recent changes in marketing conditions 
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room work or other formalized group In- 
struction, the fair employment policy 
and program shall he Included. Like- 
wise, at reasonable Intervals tho fair 
employment policy shall bo Included In 
the agenda for departmental and flold 
staff, executive, and supervisory confer- 
ences. 

(c) Information concerning the fair 
employment policy and tho department’s 
practice In putting It Into effect shall be 
published periodically In employee pub- 
lications. 

Effective May 1, 1061. 

Pair Employment Board, 
United States Civil Serv- 
ice Commission, 

Ladell C. Lawhorn, 

Executive Secretary. 

(P. R. Doo. 61-4430; PUecI, Apr. 13, 1061; 

6:62 n. m.] 


TITLE 7— AGRICULTURE 

Chapter VII — Production and Mar- 
keting Administration (Agricultural 
Adjustmenf), Department of Agri- 
culture 

Part 729 — Peanuts 

national marketing quota, national 
ACREAGE Allotment, and apportionment 
TO STATES OP NATIONAL ACREAGE ALLOT- 
MENT FOR PEANUTS FOR THE 19B1 CROP 

The purpose of the amendment con- 
tained herein Is to revise the 1961 State 
peanut acreage allotments Issued Octo- 
ber 30, 1950 (15 P. R. 7291), In order to 
comply with certain changes recently 
made in the peanut marketing quota 
• provisions of the Agricultural A'djust- 
ment Act of 1938, as amended (7 U. S. C, 
1357-1359) by Public Law 17, 82d Con- 
gress, approved April 12, 1951. Section 
358 (c) of the act, as amended by the 
aforesaid Public Law, reads in part as 
follows: 

Section 368 (o). (1) The national acreage 
allotment for 1961, less the acreage to be 
allotted to new farms under subsection (f) 
of this section, shall be apportioned among 
States on the basis- of tho larger of tho fol- 
lowing for. each State: (a) Tlie acreage al- 
lotted to the State ns Its share of the 1050 
national acreage allotment of two million 
one hundred thousand acres, or (b) the 
State’s share of two million one hundred 
thousand acres apportioned to States on tho 
basis of tho average acreage harvested for 
nuts In each State In the flve years 1946-49: 
Provided, That any allotment so determined 
for any State which Is less than the 1961 
State allotment announced by the Secretary 
prior to the enactment of this Act shall be 
Increased to such announced allotment and 
the acreage required for such Increases shall 
bo In addition to the 1951 national acreage 
allotment and shall be considered In deter- 
mining State acreage allotments In future 
years. • • * ^ 

The additional acreage required to es- 
tablish State acreage allotments in ac- 
cordance with the foregoing provisions 
of the act is 34,900 acres. 

Farmers throughout the peanut-pro- 
ducing States have been planting pea- 
nuts for the 1951 crop. It is therefore 
Imperative that the revised State acre- 
age allotments become effective at the 


earliest possible date In order that State 
and county Production and Marketing 
Administration committees In affected 
States may redetermine farm acreage al- 
lotments and notify farm operators of 
tho additional ncreago which may bo 
planted In 1961 within tho farm allot- 
ment. Accordingly, It Is hereby deter- 
mined and found that compliance with 
the notice, procedure, and effective dato 
requirements of tho Administrative Pro- 
cedure Act (7 U. S, C. 1003) is impracti- 
cable and contrary to the public interest, 
Tho State allotments proclaimed herein 
shall be effective upon filing of this docu- 
ment with the Director, Division of the 
Federal Register, 

Section 729,203 of a proclamation es- 
tablishing the national marketing quota, 
national acreage allotment, and the 
State acreage allotments for tho 1061 
crop of peanuts (15 F. R. 7291) Is 
amended to read as follows: 


§ 729.203 Apportionment of the na- 
tional peanut acreage allotment /or the 
crop produced in the calendar year 1951. 
The national peanut acreage allotment 
proclaimed in § 729.202 (c) and the ad- 
ditional acreage of 34,900 acres author- 
ized by Public Law 17, 82d Congress 
approved April 12, 1951, are hereby ap- 
portioned as follows: 

lOSl state 


State: 

Alabama 

Arizona 

Arkansas 

Cnllfornln 

Florida 

Georgia 

Louisiana 

Mississippi 

Missouri 

New Mexico 

North Carolina.. 

Oklahoma 

South Carolina.. 

Tennesseo 

Texas 

Virginia 

New farm reserve 


aarcuge 
allotment 
243, 321 
801 
. 4,710 

1,060 
01, 140 
666, 638 
2,101 
8, 436 
274 
6,478 
188, 451 
163,268 
16, 342 
3,970 
300, 360 
117,819 
17, 711 


Total available for alloca- 
tion 800, 017 

(See. 375, 62 Stat. 66, as amended: 7 U. S. 0, 
1376. Interprets or applies see. 368, 66 Stat, 
88, as amended. Pub. Law 17, 82d Cong.; 7 
LT. S. C. and Sup. 1368) 

Issued at Washington, D. C., this 12th 
day of April 1951. Witness my hand and 
the seal of the Department of Agricul- 
ture. 


[seal] Charles F. Brannan, 

Secretary. ' ' 

(P. R. Doo. 61-4603; Piled, Apr.* 13, 1961; 
9:40 a. m.] 


720.228 Implements section 368 (g) of 
tho not relating to the release, reappor- 
tlonmcnt and adjustment of farm acre- 
age allotments. Section 720,229, which 
is based upon section 368 (h) of the act, 
governs the reallocation of farm acreage 
allotments established for farms which 
arc removed from agricultural produc- 
tion. Section 720.230 contains the pro- 
cedure for apportioning among farms 
producing a type of peanuts in short 
supply, the additional acreage which the 
Secretary of Agriculture determines, 
pursuant to section 358 (c) (2) of the 
act. Is necessary to produce the quantity 
of such type of peanuts needed to meet 
demand therefor. Section 729.231 pro- 
vides that the county committee shall 
establish for each peanut farm the acre- 
age of peanuts picked or threshed In 
1947, or In 1948 If no peanuts were har- 
vested on the farm In 1947, and states 
the procedure under which a producer 
may appeal the determination of the 
county committee with respect to such 
acreage. The acreage of peanuts har- 
vested in 1947 or 1948, as the case may 
be, l.s required to be established for pur- 
poses of section 359 (g) of the act. 

Farmers in the southernmost areas of 
the United States have already begun 
the planting of their 1951 crops of pea- 
nuts, and farmers in the .other peanut- 
producing areas of the Nation are 
completing their plans for the produc- 
tion of peanuts In 1951. In order that 
peanut farmers who are affected by the 
■ amendments set fortli below may make 
the necessary changes in their plans and 
operations, it Is essential that the 
amendments be made effective as soon 
as possible. Accordingly, it Is hereby 
determined and found that compliance 
with the notice, procedure, and effective 
date requirements of the Administrative 
Procedure Act (5 U. S. C. 1003) is im- 
practicable and contrary to the public 
interest, and the amendments contained 
herein shall be effective upon filing of 
this document with the Director, Divi- 
sion of the Federal Register. 

The marketing quota regulations for 
the 1951 crop of peanuts (15 F. R. 7292) 
are hereby amended by adding the fol- 
lowing new sections: 

Boo. 

729.228 Release and reapportionment. 

729.229 Reallocation ol allotments released 

from farms removed from agri- 
cultural production. 

729.230 Additional acreage allotment for 

farms producing types of peanuts 

In short supply. 

729.231 Determination of 1947 or 1948 

picked or threshed peanut acre- 
age for farms and right of appeal 

with respect to such determina- 
tion. 


[1023 (Peanuts— 61) 1] 

Part 729 — Peanuts 

MARKETING QUOTA REGULATIONS FOR 
1961 CROP 


Authorixy: §§ 729.228 to 729.231 Issued 
under sec. 376, 62 Stat. 66, as amended. 7 
U. S. C. 1376. Interpret or apply secs. 358, 
859, 66 Stat. 88, 90, as amended, Puh. Law 
17, 82nd Cong.; 7 U. S. C. and Sup., 1368, 
1369. 


The amendments set forth herein are 
made to give effect to certain changes 
made In the peanut marketing quota 
provisions of the Agricultural Adjust- 
ment Act of 1938, as amended (7 U. S. C. 
1357-1369) , by Public Law 17, 82nd Con- 
gress, approved April 12, 1951. Section 


§ 729.228 Release and reapportion- 
ment — (a) Release of acreage allot- 
ments. Any part of the acreage allotted 
for 1951 to, an Individual farm in any 
county under the provisions of 8 729.222 
and § 729.226 on which peanuts will not 
be produced and which the owner or 
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ce lAemoYanduin • united states government 

! Ad visor for i'lanaf’ouiont DATE: 19 November 193'1 

FROM : Actin;:; Personnel Dii-ector 

SUBJECT: Revised Pair binployiaent Procedure 



25X1 A 


1 . 

tion No, 


Refere nce is made to the proposed revision of ClA HefTila- 
I referred to this office for comment. 


2, It ivS believed that in issuing; this revised procedure, 
additional provisions mipht be included to clarify the privileges 
of the complainant in the event a heailrif; is convened by the Fair 
Employment Officer, Such amplification might well preclude contro- 
versy at the time hearing arrangements are under consideration. In 
addition to providing for "a place reasonably convenient to the com- 
plainant" and for assistance "by a representative of his own choosing," 
the regulations might also state that a complainant may: 


(1) Arrange for the presence of witnesses or may submit 
affidavits where witnesses are not avaD.lablej 

(2) Secure submission of pertinent documentai'y evidence ^ 
(consistent with security requirements); and 

(3) Secure assistance from the Personnel Office in connec- 
tion xdth the interpretation of regulations and in obtaining 
witnesses, affidavits and docuinentaiy evidence. 


V 

GEORGE E. MELOON 


25X1 A 


! 

\ 



/'yy 
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lilEMOliANDlJM 1' Advisor for Manap;Qmp}n-l-. 


(Ua^ 

JytXj 


ATTBWT^ N 
SUBJECl’ 



13 September 


Employment Resulation 


0 ^ 

n'K 


y 


!5X1 




1. I understand that you are revising certain re/^ulationG 
including that covering fair employment procediire vvith a viev/ to 
segregating the procedui-e section from the policy section. 


2. I dra/ted the proposed new regulation uhich I have sulmiitted 
to the Fair Employment Chairman of the U. S. Civil Service Commission. 
The draft was satisfactoiy to them vdth three additions which I have 
included in the draft I am enclosing, 

3. I am leaving tomorrow for three weeks annual leave so that it 

Mill give you an opportunity to wrk out nrocedures It/- the time I have 
retinned, | “ | 


V/ILFlffiD L. PEEL' 

Attachment Fair Employment Officer 


25X1A 


l'iLP:djk 

Distribution: 

Original. - addressee 
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UNITED STATES CIVIL SERVICE COMMISSION 
WASHINGTON 25, D. C. 


March 24, 1949 


Fair Employment Board Memorandum #5 

HEADS OF EXECUTIVE DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS 

SUBJECT: Instructions for Carrying Out the Fair Eiaployment Program 
Under Executive Order 9980. 


Executive Order 9980 places the responsibility for coordinating the 
fair employment policies and procedures of the several departments upon 
the Fair Employment Board oi the Civil Service Commission. Pursuant to 
this responsibility the Board has prepared the attached "Instructions for 
Carrying Out the Fair Employment Program under Executive Order 9980" . 

In the preparation of these Instructions the Board consulted with the 
Civil Service Commission. It has also sought advice from Interested offi- 
cials, including the departmental Fair Employment Officers and representa- 
tives of the Federal Personnel Council. It is the view of the Board that 
the provisions contained in these Instructions represent the minimum which 
the departments and agencies should incorporate in their fair employment 
regulations and procedures. 

The attached Instructions are effective immediately and all departments 
and agencies should, therefore, promptly make such amendments in their regu- 
lations and procedures as are necessary to bring them into agreement with 
the provisions contained in the Instructions. After issuance, a copy of the 
revised regulations and procedures should be forwarded to the Fair Employ- 
ment Board for review. The Board will be glad to discuss any problems which 
the departments may have in connection with the revision of their regula- 
tions and procedures. 

It is noted that the attached Instructions supersede the Interim Pro- 
cedures (Part 36, Federal Personnel Manual issued by the Civil Service 
Commission on September 28, 1948) and Fair Employment Board Memorandum #2 
dated November 4, 1949. 



Chairman 

Fair Employment Board 
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influence upon attitudes and actions. Within the Federal government one of 
the basic ideals to which the nation proudly lays claim will be more con- 
clusively demonstrated in practice. 

The Board expects to consult further with the departments in seeking 
out the reasons for deviations from the established non-discrimination 
policyi in exploring the problems involved and the successful experience in 
dealing with those situations, and in developing a continuing positive pro- 
gram of remedial action. ■ 

II. COVERAGE 

A. Executive Order 99ci0 and these instructions apply to all departments and 
agencies in the executive branch of the Federal government." 

B. The remedies provided under Executive Order 99^0 and these Instructions 
shall be available to citizens of , and persons who owe allegiance to the 
United States who are employed jy, or are applicants for employment in 
the executive branch of the Fe* er&l government* 

III. EXPLANATION OF TERMS AS USED HEREIN 

A. Department - Any department or agency of the executive branch of the 
Federal government, including the Civil Service Commission. 

B. Employee - An individual appointed by a Federal officer, and who is en- 
gaged in the performance of Federal functions in the executive branch 
of the^Federal government ■\mder authority of an Act of Congress or an 
Executive Order, and who, in the performance of such duties, is super- 
vised and directed by a Federal officer. 

C. Applicant - A person failing of appointment in the executive branch of 
the Federal government who alleges a grievance relating to discrimina- 
tion . 

D. Discrimination - An unfavorable personnel action affecting an employee 
or applicant based on race, color, religion or national origin and not 
on merit and fitness. Preference in appointment and difference in con- 
ditions of employment, such as pay, leave, hours of work, etc., based 
upon law or upion regulations under authority of law do not'. constitute 
discrimination within the meaning of Executive Order 9980. 

E. Personnel action — Any action taken within a department which affects 
the equality of economic opportunity of an employee or applicant. The 
'term "personnel action" shall include failure to act. 

F. Complete file - All letters, notices, memoranda, reports, transcri'Dts, 
affidavits or supporting documents in connection with the initiation, 
investigation, hearing, decision and closing of a case or cases. 


G. Deputy Fair Employment ■Officer - The term "Deputy Fair EmploymenfOffi- 
' cer" shall include committees and boards. 



.//^Z 
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instructions for carrying out 

THE FAIR EMPLOYMENT PROGRAM UNDER EXECUTIVE ORDER 9980 
I. INTRODUCTION 

SS™! Si." ■"••• '-“I •" ■•••. -I*'. 

Paramount redponsibllity for the execution of this policy is Placed 
squarely upon department heads and subordinate administrative^offiolals . 

Board must act on individual appeals from deiart- 
mental decisions in coses where discrimination is alleged. It has the dn+v 

departments on fair employment problems and oollcies ' It L 

several de™r?menjr %"’" fair employment policies and proCeSr^s of tL 
.everai department j. In consultation with the Civil Service Oommlaairin -It 

cutii°d”s::\“die- 

worh ?? j?o^XrtKSrrn‘1l\a1 

^=n“L“ef aSsSHnltS^'* 

rmi ^ attention to procedures for handling com- 

Cu for lollT r 2 )'r ascertainment of 

«nS J . ? .! furtherance of good relationships between complain- 

and n^gotifu^rf '’rireasf by means of informal discussion 
i ®^®y access by complainants to officials soeciallv 

designated to pve attention to discriminatory acts, and (4) adiustment^of 
complaints without unreasonable delay, aajustment of 

There are wide variations among departments, in structure, administra- 
tive practice and geographical spread. Therefore, it is ncrbllevS nec- 
^bat all departments be required to operate under regu- 
lations Identical in eveiy respect. There are certain procedm-erhoLTOr 
uniform throughout the service. The Board has consulted 

an^with SroivilT®”* officers and personnel officers of the departments 
and with the Civil Service Commission and has prepared a statement of the 

certain alternatives, which, it bClieves sh™e Cncor! 

B regulatlous of each department. It is the view of the 

Board that these provisions represent the minimum required to achieve that 
degrss of uniformity which is essential to effective ad^nis^ra^icT 

The objectives of the Order can not be reached by the adjudication 

isrs“::pS“t;. ^ ~ tc^r^r:iL 

, together, the departments, the Commission and the Board can 

eaualitv^of the President's program. Through joint effort 

equality of economic opportunity in the. Federal service can be more fully 

sciousne^s of ^ play becomes more dominant in ^hJ 

sciousness of officers and employees alike it will exert an impelling 
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Officer, or if it is filed with the Fair Employment Officer of the 
department, it may be referred to the appropriate deputy for handling 
as an initial complaint. In all other respects complaints of appli- 
cants wlu.1 be handled in the same manner as complaints of employees. 

5. All written complaints or appeals must be signed by the aggrieved 
employee or applicant. Any initial written complaint or appeal must 
Include information regarding the specific personnel action complained 
® thereof, reasons in support of the allegation 

of discrimination, and a statement as to when the appellant first 
learn^ of the discrimination. 

Comment - It is the view of the Board that where not incon- 
sistent with administrative practices, an employee should 
first discuss a complaint with the first— line supervisor or 
the supervisor next higher in authority. Good relations 
between the supervisor and the employee will thus be fur- 
thered. Many incipient complaints can be eliminated by 
giving valid reasons for an action that is being brought 
into question. Where error has crept in, the supervisor 
will have opportunity to correct it on his own motion. 
Furthermore, with responsibility upon the supervisor for 
initial action on the complaint the problems involved will 
be more forcefully impressed upon him_J7 

Action on a complaint by the Supervisor 

1. • If complaint is made to a supervisor, immediate steps shall be 
taken to effect such adjustment as is warranted by the facts. If 
the complaint cannot be satisfactorily and promptly adjusted, the 
complainant shall be advised in writing that he may file an appeal 
within ten days with the Deputy Fair Employment Officer. In ad- 
dition, he shall be advised that if he appeals to the Deputy Fair 
^ployment Officer, he shall furnish a copy of the letter of appeal 
to the supervisor to whom he presented his original complaint. On 
receipt of a copy of the appeal, the supervisor concerned shall 
forward to the Deputy Fair Employment Officer the complete file in 
the case through the channels prescribed by the department. 

If the department prescribes that the file in the case be 
routed through an ascending chain of administrative authority, the 
administrative officer at any intermediate level may make an adjust- 
ment of the case satisfactory to the complainant. In such case, he 
should report the action taken to the Deputy Fair Employment Officer 
to whom the appeal is addressed and advise the subordinate adminis- 
trative officers concerned. If no adjustment is made the file shall 
automatically be forwarded through the prescribed channels, each 
officer making whatever comment thereon he desires, with no further 
action required upon the part of the complainant. 

A ction on a complai nt (or appeal): by the Deputy Fair Employment Officer . 

8'Ud adjustment by informal negotiation - The Deputy 
Fair Employment Officer shall promptly make or cause to be made such 
investigation as is necessary to ascertain the facts at issue on the 
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FAIR EMPLOYMENT QFFi nF.R 

who '■hall appoint a Fair Employment Officer 

Who Shall have Tull operating responsibility under the immediate supervision 
<3epartment for carrying out the fair employmLi poScSr 
H Executive Order 9980. There shall be appointed, as necessary and 

men+^nff'' central or^local levels of the department, Deputy Fair Employ- 
mont Officers who shall have the- responsibility for carrying out the fair 
employment policies in their respective offices. The naL Ld omllll ld 
dress of the Fair Employment Officer of each department shall be made known 

DepSy FSrXnl' ^ official address of each 

respective ^ “Ployoee of the 

Zoomment - It is the view of the Board that the best intereets 
01 the fair employment program ' would be served by the appoint- 
! permanent Deputy Fair Employment Officer at each 
field establishment of substantial size to handle comolaints 
and also to assist the Fair Employment Officer to carry out 
his other responsibilities under the Order^ 

INSTRUCTIONS F OR HANDLING COMPLAINTS AND APPEALS 

Initiation of complaint 

1. Procedures under Executive Order No. 9980 shall apply and be 

to an employee, or to a person failing of appoint- 
ment who^alleges^that a personnel action, as defined herein, which 
ailects him has been taken because of race, color, relieion or 
nationeil origin. ' 

The^ complaint must be, made within thirty days of the ■ date the com- 
plainant learns of the, alleged discrimination and not later than 
SIX months from the date of the personnel. action complained of, 
unless failure to- submit the complaint within these time limits 
was due to unusual circumstances beyond the control of the com- 
plainant. - , 

It shall be optional with a department to require an employee to 
, initiate his complaint (a) either . with the first-line superuser 
or the supervisor next higher in authority, (b) either, with the 
• Deputy Fair Employment Officer, or 

(c; with the Deputy Fair Employment Officer. Complaints initia- 
ted with a supervisor may he oral or in writing.. Those initiated 
with a Deputy Fair Employment Officer must be in writing.' If no 

appropriate Deputy Fair Employment Officer has been appointed then 

the Fair Employment Officer may. be substituted under (b) and fc) 
a. Dove • , , . \ ■' ' ^ 

4. It^ shall be optional; with an ^plicant to file a complaint in. 
writing, either with the head of the local office, with the Deputy 

,;Fair Employment .Officer, or with ■ the ; Fair Ernployme 

the department. ■ If the .complaint is filed with the head of the 
local office and. he is superior to the Deputy Fair Employment 


2 . 


3. 
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complaint. He should endeavor through informal negotiation to ef- 

I complaint and, if necessary, 
Shall take or cause to be taken corrective action. All interested 
parties shall be advised of the settlement of the complaint and any 
corrective action which may be taken. ^ ^ 

p/ . adjustment by inform al ne g o tiation - In the event the 
(Deputy Fair Employment OfficerJis not able to effect a satisfactory 
complaint by informal negotiation, he shall fur- 
nlsh the complainant with a statement of the pertinent facts dis- 
closed by the Investigation of the complaint and shall afford him 
an opportunity to reply thereto in writing or personally, by auth- 
orized representative or accompanied by such representative. The 
complainant shall be permitted to present by witness or otherwise 
any pertinent facts not disclosed by the investigation. Where 
pacticable, a transcript of testimony shall be made. If a ver- 




mary may be agreed to and signed by the complainant and the /deputy 
Fair Employment Officer, or if the complainant does not agree with 
the smmary, he may note and sign his exceptions which will become 
of the summary. Any transcript or summary shall be avail- 
able for inspection by the complainant or his authorized represen- 
tative and by interested agency officials. 

3. ^igion - On all the material facts disclosed by the investigation 
and the hearing, if held, the \Deputy Fair Employment Officer i shall 
TP decision or make a recommendation to appropriate authority 
If the decision on the complaint is favorable to the complainant, ^ 

the responsible official shall so notify him in writing and shall 
take or cause to be taken such corrective and disciplinary action 
as appeap warranted by the facts in the case. In the event of an 
unfavorable decision, the complainant shall be advised in writing 
+ "the reasons therefor and of his right to appeal 

to the Fair Employment Officer ^r the head of the department as the 
department may prescribe ,y within ten days (twenty days if outside 
the continental United States) from date of receipt of the unfavor- 
able decision. Officials directly concerned should also be advised 
of any decision made. 

Appeal to the Fair Employment Officer 

1. The complainant shall be advised that if he appeals to the Fair 

Employment Officer of the department he shall furnish a copy of the 
letter of appeal to the(p^uty Fair Itoployment Officer) who handled 
his case. ^ 

2. On receipt of a copy of the appeal the/^dfpuliy 'Fair'^^pioj^ Offi- 
ce^ shall forward to the Fair Employment Officer of the department 
the complete file in the^case through -the Channels .prescribed by 

■ the department) ^ 
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j If the department preecrlbos that the file be routed through an 
/ ascending chain oi administrative authority, the administrative of- 
. ficer at any intermediate level may make an adjustment of the case 

j satisfactory to the complainantt In such case, he should report the 
//(..• f / action taken to the Fair Employment Officer and advise the subordi- 
A nate administrative officers concerned. If no adjustment is made 
the file shall automatically be forviarded through the prescribed 
channels, each officer making whatever comment thereon he desires, 

^ V. ith no further action recjuired upon the part of the complainant. 


3. After revlevdng the complete file in the case, the Fair Employment 
Officer shall make further investigation if necessary and shall, 
through informal negotiation attempt a solution satisfactory to all 
interested parties, who shall be granted the privilege of appearing 
personally or by an authorized representative, or accompanied by 
such representative, before the Fair Employment Officer. If a sat- 
isfactory solution cannot be accomplished by the foregoing ineans, 
the Fair Employment Officer shall either make a decision or make a 
recommendation to the department) based upon the material 

evidence in the file. If he makes a decision he shall notify the 
interested parties in writing of the decision reached and the rea- 
sons therefor. 


I' 





If the Fair Enoloyment Officer makes a decision favorable to the 
appellant, he shall, in cons^tation with e^s-enHihe-bagi-s-of^ 

. itheUaeacIl5©t:i^i^^«p(HrriHnen4^ytai^^such correc- 
tive and disciplinary ctction as the facts warrant. 


E. 


5. If the decision of the Fair Employment Officer is unfavorable to 
the appellant, the Fair Employment Officer sh^l notify him in 
v/riting of his right to appeal to the (head oi €lie department] vdthin 
ten days (twenty days if outside the continental United States) from 
the date of receipt of the decision. 


Appeal to the headlof— the-^deparr-tmenir * 


1. In the event that ^ J^comendation is made by the Fair Ejnployment 
Officer to the ^ead of^ the’^Qe^artment^ or an appeal is taken from a 
decision of the Fair Employment Officer, the head of the department 
shall make a decision upon the facts of the case and notify the inter- 
ested parties in writing of such decision. 

2. If the d^ision is favorable to the anpellant, the IheFd^^f ^uf^'de- 
partment^hall take, or cause to be taken, such corrective and dis- 
ciplinary action as appears warranted. ■ 

3. If the decision is unfavorable to the appellant, the (head of the 
department^hall advise the appellant in writing, in duplicate, of 
the decision and of his right to appeal to the Fair Employment Board 
of the Civil Service Commission within ten days from the date of re- 
ceipt of the decision, or within twenty days if he resides outside of 
the continental United States. In addition, he should be advised that 
if he appeals to the Fair Employment Board, a copy of the adverse de- 
cision should accompany his appeal. 
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A. 


B. 


C. 


D. 


E. 


The head of each department shall prescribe procedures consistent with 

thesd 'iratrUctlL'B for t§e prompt haoSL 
0 complaints and appeals which are made under that Order. 

All officers and employees of the, department wlio dcdupjr .supervisorv do- 

waning, pplritTna ^e^ufreSnE^ 

procedures for handling complaints and 
^ to the attention of all officers and employees 

0 the ^department and shall be made available to aoDlicants whn Inricrp 
complaint within the purview of Executive Order No. 9980. 

reflations and changes in procedures becoming effective 

whatever processed may be applied to such appeal at 

whatever stage it has then reached, provided that the appellant shall 

h™ h substantive right or resource to which he would 

regulations and procedures in effect at 
the time his complaint was initiated. 

If no f propriate Deputy Fair Employment Officer has been appointed 

mpn+ nrr? apf al is filed Initially with the. Fair Employ- 

Off ippr^hflv^ of the department, no appropriate Deputy Fair Employment 
Officer having bef appointed, the Fair Employment Officer shall pro- 
eed directly or through designated representative to process the case 

SetionT?'?’ ^-P^ty Fair Employment Officer in 

Section V-C-1 and 2, and such parts of V-C-3 and V-D as are pertinent. 

F. If a complaf t of discrimination because of race, color, religion or 

complainant shall be 

advised that he may appeal this determination through the same channels 

f nPd ^ 4peal, it is alTer- 

action complained of is a personnel action as defined 

vf tSation remanded to the proper officers for further in- 

vestigation or action on the issue of discrimination. 

G. The means of relief provided by Executive Order 9980 or any regulations 

Executivp^n^f provided by existing statutes, 

and regulations, such as appeals to the Civil Service 

®'' Veterans Preference Act of 1944 or 

the reduction-in-force regulations, etc. 

records and reports 

needef for'^thf f furnish to the Board all information 
Dortf Thp f P®^so^nel actions or for the compilation of re- 

ports. The complete file in each case or cases under Executive Order 9980 shal' 
e maintained intact in each department at least until such time as all 


//y/ 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 30006-4 


Attachment. Release 2003/04/17 : CIA-RDP81-00728F^0001 001 30006-4 


appeeil rights have been exhausted and, upon request, shall be promptly 
forvi'arded to the Fair Employment Bou,rd of the Civil Service Commission. 


VIII. THESE , INSTRUCTIONS SUPERSEDE THE INTERIM PROCEDURES ISSUED BY THE; CI VIL 
^HV| GE.„ COMMISSION UNDER RATE OF SEPTEMBER 28. 19 AS AND FAIR EMPLOY MENT 
BOARD MEMORANDUM NO. 2. DATED NOVEMBER 'A. 1Q/.S . , ^ 
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Regulations Governing Fair Employment Practices Within the Federal Establishment 


Y/HEREAS the principles on which our Government is based require a policy of 
fair employment throughout the Federal establishment, without discrimination 
because of I’ace, color, religion, or national origin; and 

WIEREAS it is desirable and in the public interest that all steps be taken 
necessary to insure that this long-established policy shall be more effectively 
carried out: 

NOVJ", THEREFORE, by virtue of the authority vested in me as President of the 
United States, by the Constitution and the laws of the United States, it is here- 
by ordered as follows; 

1, All personnel actions taken by Federal appointing officers shall be 
based solely on merit and fitness; and such officers are authorized and directed 
to take appropriate steps to ins\ire that in all such actions there shall be no 
discrimination because of race, color, religion, or national origin. 

2. The head of each department in the executive branch of the Government 
shall be personally responsible for an effective program to insure that fair 
employment policies are fully observed in all personnel actions within his 
department. 

35. The head of each department shall designate an official thereof as Fair 
Employment Officer. Such Officer shall be given full operating responsibility, 
under the immediate supervision of the department head, for carrying out the fair- 
employment policy herein stated. Notice of the appointment of such Officer shall 
be given to all officers and employees of the department. The Fair Emplo;^Tnent 
Officer shall, among other things — 

(a) Appraise the persomel actions of the department at regular 
intervals to determine their conformity to the fair-employment policy 
expressed in this order. 

(b) Receive complaints or appeals concerning personnel actions taken 
in the department on grounds of alleged discrimination because of race, 
color, religion, or national origin. 

(c) Appoint such central or regional deputies, committees, or hearing 
boards, from among the officers or employees of the department, as he may 
find necessary or desirable on a temporary or permanent basis to investigate, 
-or to receive, complaints of discrimination. 

(d) Take necessary corrective or disciplinary action, in consultation 
with, or on the basis of delegated authority from, the head of the department. 

ij.. The findings or action of the Fair Employment Officer shall be subject to 
direc.t appeal to the head of the department. The decision of the head of the 
department on such appeal shall be subject to appeal to the Fair Employment Board 
of the Civil Service Commission, hereinafter provided for. 
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5. There shall be established iii the Civil Service Conmission a pair 
Employment Board (hereinafter referred to as the Board) of not less than 
seven persons, the members of which sha].l be officers or employees of the 
Commission. The Board shall 

(a) Have authority to review deeisions made by the head of any 
department which are appealed pursuant to the provisions of this order, 
or referred to the Bofxrd by the head of the department for advice, and 
to ma.ke recommendations to such head. In any instance in which the 
recommendation of the Board is not promptly and fully carried out the 
case shall be reported by the Board to the President, for such action 
as he finds necessary, 

(b) Make rules and regulations, in consultation with the Civil 
Service Commission, deemed necessary to carry out the Board* s duties 
and responsibilities luider this order. 

(c) Advise all departments on problems and policies relating to 
fair employment, 

(d) Dissemina.te information pertinent to fair-employment programs, 

(e) Coordinate the fair-employment policies and procedures of the 
several departments. 

(f) Malce reports and submit recomrf©ndations to the Civil Service 
Coiranission for transmittal to the President from time to time, as may be 
necessary to the maintenance of the fair-employment program. 

6. All departinents are directed to furnish to the Board all information 
needed for the review of personnel actions or for the compilation of reports. 

7. The term "department" as used herein shall refer to all departments 
and agencies of the executive branch of the Government, including the Civil 
Service Commission. The term "personnel action," as used herein, shall 
include failure to act. Persons failing of appointment who allege a grievance 
relating to discrimination shall be entitled to the remedies herein provided, 

8. The means of relief provided by this order shall be supplemental to 
those provided by existing statutes. Executive orders, and regulations. The 
Civil Service Commission shall have authority, in consultation with the Board, 
to make such additional regulations, and to amend existing regulations, in 
such manner as may be found necessary or desirable to carry out the purposes 
of this order. 


HARRY S. TRUMAN 

The Y/hite House 

July 26, 19U8 
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Coordination : 


LIlilHORANDUI.I F0R; _/tfajia£'oiriQr^ Off'lnny 
FROI! 


DATE: ^ 


A) 


EUDJECT 


! ^oposod Adriinistrativo Instruction, FaiLr Ernploynont 
Procoduro r j » 


25X1 A 


offico concurs r;ith the draft a£ Administrativo Instruction 

.'air Eliiulowiont Pr’nr>ncliiT>n rlnl-nrl 


ro Fair Enployr.iorit Procoduro ^ da tod 
2, Comcnts : 




Signature 
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Coordination Pacjo: 


DATE ! 


HEIiOriAWDUlI FOR: 
FROM : 

3UBJECT : 


Maiiagonont Of f ie or 


Proposed Adnini stMivo Instruction, Fair Enploynont 
Procedure 


25X1 A 


„ o.fiico concurs v/ith the draft ai‘ Adnini strati vo Instruction 

ro lair Enploynont Procodiuro, dated 

2» Comicnts : 



25X1 A 1 


^ignatu^ 
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Coordination Pa(jo: 


DATE: 


LIEHOIIANDUI.I FOR: M anagpno)i'|:. Off i cor 
B’ROM 


3I.IBJECT 


Propl?^od Administrative Instruction^ Fair Enployncnt 


Procoduro 


ro 


J 

1, ■Thla-sffieo ooncuri vrith the draft of Adniiiistrativo Instruction 
P air Enployr.iont Procoduro, datod ^ ‘-j LJ J-o 

2 • CoDj'ionts : 


25X1 A 
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Coordination Paco: 


DATE; 27 July 19^0 


UEHOIIANDULI F'OR: Managonont Officer 


FROIi 

SUBJECT 


Chief} Inspection and Secur ity Staff 

Proposod Adnini strati VO Instruction, Faur Enploynont 
Procoduro 


ro 


F 


lo This office concurs T/ith tlio draft of Adnini strativo Instruction 
air Enployr.iont 'Procoduro, da tod i32it„tluly X9^0. 


2» Comonts ; NONE 








25Xlk 


SHsi^^S^EEIlVARDS 
Colonel, CSC 
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Coordination Patjo; , 


DATE: 




±1 


I.EHORANDULI F011: Managonont Officer 

= AT> 7 O dT) 

SUBJECT 


: Proposed Adninistrativo Instruction, Fair Enploynent 
Procoduro 


T-, ofiico concurs vdth tho draft of Adninistrativo Instruction 

ro Pan-’ Lnployr.iont Procoduro, datod JLV 

2, Connents: 







25X1 A 




"signaiuro 




///- 
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ro Fair EnployiAont Procoduro_, dated 24 Jxily I 95 O. 


25X1 A 
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Coordination Pa(.jo; 


DATE , 


7 Ug fS D 


I.IEH0ilANDlII.I I'OR; Managoaentr^fficor 


FROM 

SUBJECT 





L>l 


4 Propobod adnini strati VO Instruction, Fair Ei:iployi'.iont 
Procoduro 


oflico concurs v;ith the draft of Adnini strati vo Instruction 

EnV)Xn''.mnnt Pvno.nflnv’rt 


ro Fair Enplo;'/Taont Procodiu’o,, dated 
2 * Coriiucnts : 



25X1 A 



'Bignaturo 
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Coordination Payo: 



SUBJECT : Proposed Adninistrativo Instruction, Fair Employnont 

Procoduro 



lo This offico concurs vdth tlio 
ro Pair Enploj/i.-iont Procoduro, dated 

2, Conncnts: 


draft cf Adninistrativo Instruction 


‘■""■p.. C/ ('") 
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DAIEs ia.\-X 


I.lEHOnANDUI.1 : 

imoii 


Managonont Officor 


3UBJECT 


: Proposod Jxdnini strati vo Instruction, Fair Enplovr.iont 
Procoduro 


lo This office concurs 
ro Fair Employnont Procoduro, 


vdth tho draft of Adninistrativo Instruction 

da bod ^ ^ 'A 'Y 


2. Corauents : 




I 


/! oi !. 
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Coordination Paijo; 


IIEliOUANDUI.I I''0U: Managunont Ofricor 

• Clilof. Cnoolnl Cnnporb 'ihafr 

SUBJECT 



DATE: 1 Aui'uat lOCn 


: Propoaod Adniiniatrativo Instruction, Fair Employnont 
Procodui’o 


25X1 A 


r.' concurs rdtli tlio draft ol’ Admini strati vo Instruction 

10 Pair Luployi.iont Procoduro, da bod U- July inun. 


2, Cor.ii'.icnts : 





f*'- f 


I Approved For Release 2003/04/17 : CIA-RDP 8 I -1 


Goorc'iinal...1.on Pat;o j 



25X1 A 


DAlTili 1 Aufp-iot 19^0 


I.IEI,iOUANDULI FOR: Mana(;juinonii Ofricoi’ 

r'’R0II : AO siotf-int Odi’oo 'borj Roporta & Estimates 

3UBJECT : Proposocl Acinini strati vo Instruction, Fair Employnont 

Proooduro 


ro 


1, This offlco concurs rdth tlio draft o£ Adninistrativo Instruction 
lair Er.iployr.wnt Procodui’o, dated 2)|. July 1950, 


2, Comments: 


riono 


25X1 A 
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TT~ 


DATE: 2 Auf^uot 1950 


lEHOUANPUI,! F'OR: 
I’noii 

3UI5JECT : 


Hanugonont Officer 
Aosiatant Director, OSI 

Propocod iidninlaiirativo Insbructlon, Fa'ir Enploynont 
Procodiu’o 


1, This office conciurs rdth tlio draft of Adniniatrativo Instruction 

ro Fair EnpXoyr.iont Procoduro^ datod ^<fs^o 

2, Cov.ii'icnts ; 



dignaturo 


25X1 A 
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. liTAMDAIID PONM NO. 04 . 

Office IVLetnorandutn • united states government 

TO 1 Management Officer DATE: 3 August 1950 

PROM I Advisory Council 

suujECTi Proposed Administrative Instruction, Fair Employment 
Procedure 

1« This office concurs i/ith the draft of Administrative 
Instruction re Fair Employment Procedure, dated 24 July 1950, 



Captain, USN 

Chief, Advisory Council 
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Coordination Pa[jo : 


DATE: g Aup;uBt 1060 


IIEI;I0UANDUI,I li'OR; Hanagowont Officor 
FltOM : Chief, Staff IIl/OPC 

JUDJECT 


: Propoood Adniniotrativo Instruction, Fair Enploynont 
Procodui’o 


25X1 A 


lo This offico concurs irith tho draft of Adninistrativo Instruction 
ro Fail’ Enployiiont Proooduro, dated 24 July 1960. 


2, Comonts: 


“Slpaa^ufc ^ “ 


25X1 A 1 
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.. k 


CoorUinatioii Pmy) : 



DATE: 


v/ 

3 Au/niat 1950 


I.EH0IIANDI)I,1 FOR 

I'TtOlI 

3UDJECT 


Hatm(;;urioni> Orficoi’ 

Acting Asaiatant Dlr octor for Ooerat lona 

IVopoaod Adninlati-ativo Instruction, Fair JSnployr.iont 
Procoduro 


lo This office concurs with tlio dr:ift of Admin! strativo Instruction 

24 July 1950 provided that changes are 
made to cover the following recomniondatlonst 


25X1 A 
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Deputy Director (Administration) 
Advisor for Management 
Fair Employment Prooodure 


25X1 A 


2 May 1951 


1 L* Coraptrollor, tho Advisor for Mnnagomont, and a ropre- 
ooutatlve from the Personnel Office met on 30 April I95I to dlUuss 
Employment Program as directed. The Comptroller 
SpioJ™? om^! ^ *«•” -•■mWt.d t„ th« K.lr 

2. In order to bring tho program to tho attention of all 
employeoa porlodloally. tho following mothods are rooommendedi 

a. Issue a notice annually In the Spring of the year 
Agency through the Seotlun level 
(Distribution No. h) requiring all supervisors to assure 
tlwt oaoh employee under their Ju rlsdlotlon roads and under- 
stands CU Regulation Uo. | | (Advisor for Management) 

1*-.^ in brief form, tho essentials of the 

Fair Employment Program In the Employees* handbook, msklna 
roforonoe to CIA Regulation No, I K peraonnel Dlreotor) 

o. Include appropriate comments regarding Fair Employ- 
orientation program for new employees. (Director 

OX i raining) 

3. The Bmployeea* handbook la currently boing revised so the 

method suggested in paragraph 2.(b) will bo aooompllshed within a 
relatively short period of time. wn:nin a 

I*. The above actions oon bo aoaomplished and tho matter 
referred to at Assistant Dlreotors* meetings porlodloally. 


25X1 A 


25X1 A 


25X1 


\ 









I 
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Office TS/[£inovanduifi • united states government 

DATE: 17 Fobruary I95I 


‘ Advlaor for Manaijement 
FROM I Comptroller 
SUUJECT: OTA Uogulatlon No, 


25X1 A 


Fair Employment Procedure 


1 . 


Ueforenco le made to a memorandum of 8 February I 95 I from 

Mr. I I of the General Counsel 'b Office relative to the deletion 
of paragraph C, “P revention of Duplicate Appeals", on page 5 of the 
CIA Regulation No.' ' 


2. Paragraph C was inserted in the Regulation at the request 
of Mr. Jjawhorn, Executive Secretary of the Fair Employment Board, 
Civil Service Commission. The same provision is included in the 
lederal Personnel Manual, Chapter FI, Fair Employment Program, under 
the heading "Complaints and Appeals", on page Fl-2. 

3 . Under these circumstances it is not considered advisable to 
eliminate the paragraph fretn the Itegulation. 


25X1 A 


25X1 A 


E. ii. SAUiUEHS 




25X1 A 


Attachment 
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Office Memorandum • united states government 


TO I Advioor Tor tUxnnromonb 
FROM t ComptroUol:' 

SUDjucTi Dran of Contml lnbo;a;l<;onoo lionulation numbnr 
bi'blud, l''uiv Ijiiiployiuonb Proooduro 


DATE) 21) Jiumary Xl/f)! 


25X1 A 


I liavo roviovrad tho ubovo ryforonood procoduro and nm’;[^onb bhab 

bho follo\vin{j ohniipiJO bo juado in blio conboxb for bJio rouGoua oibod: 

ptiGO 1 j-i. (1) (b) lino 1, Tiio .vord "ooiimlainbs^" chould bo nindo oinnulnr 

in ordor bo bo consisbonb vribh roob of bho 
.oonbonco, uo ivol.l a:: v.ibh rjubooqnonb paragraphs. 

pngo 2 B. (2) (b) lino 1. "Offioo bonds may ma];y,..," should bo clian[jod 

bo "Tho Of.fioo bund liiay jiinko,,,," in ordor bo 
ma!co follovrinij sonbouco ijrummabically corrocb. 

"ilo" vdll bhon rofor bade to "Tho OlTico lioad", 
and nob "Offioo bonds". 

pUj^.o 2 B. (d) (ci) lino 2. Offico lioads" cjiould Ijo clionjpiid to "Tho Offioo 

iiond" for bho I’oason cibod nbovo , 

puro 4 B. (4) (a) lino 4. A oor.um should bo Insorbod botrroen "nof’-obiabion" r'W 

and "abboiiipt" . 


iii. K. bAUi'JUKWS 


25X1 A 
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r v' , 

j 


CPYRGHT 


Text of Executive Order Revising Draft 


ons 


WASHINGTON, M'ntrh .'11 M'l- 
Jli'nt tfi Nil' Ir.H of l'r(!nUtri)l Tvu- 
vuiiTm rjmnitii'i’ ovilrr nulhnrixliiii 
lUf/eniivut iftiidi'nln /rum the 
lAra/t ami imihlni/ other ehaiii/m In 
jSpk’oflve Seri'Ine re{/iil<itlou,i: 

‘ AMENDING THE SELECTIVE 
i SERVICE UEOULATIONS 

By vlifiin of Ihn nutlitirlty vent* 
«d In mo by Tltlo I of Iho Solnc* 
tivo Soi'vlco Act of 1018 (02 Slnl. 
004), no ninonitod, I lioi'oby prn- 
: ncrlho tltn fnllowInK niiu'Mdmflnto 
of the Spincllvo Scrvloo • RpRiiln- 
tiono pi'coci'lbcd bv Exocitllva 
Older No. 90R8 of Auk. 30, 1018, 
nnd PonotItulInK portioiio of 
Chnplor XVI of Tlllo 82 of tho 
Coda of Fedoi'iil RoKUIntlonN; 

1 1 1 

Section 1022,10 of Bart 1622, 
claflsificatlon rulon and principloa, 
li amended to road aa followa: 

,‘*1622.10. Neccaanry employment 
defined. (A) A reglatrant'a em- 
ployment In Induatry or other 
occupation, aervice la office, or 
activity In reacagcli, or medical, 
aclentlflo, or other endeavora, 
ahall be conaldored to be nccea-' 

' nary to tho maintenance of the 


monta and la expected To alliilii 
Ilia dPKi'eu, 

(3) Tho I'oKlati'iint haa been nn- 
cnplcd for lulmlaalon to a Kiadii- 
ntu achool for the cIiimh next coin- 
mmicInK na a candidate for n 
Rraduato deRi-oo, or Ima been no- 
eeptod for iidnilaalon to a coIIoko, 
university, or almllar Inatitiitlon 
of loarnlnK for the cinaa next 
eommencliiK fora full-time courao 
of Inatriictlon or has entered upon 
nnd la aallafactorlly purauInKauch 
courao, nnd, within auoh cate- 
Koi'lva an tho .Director of .Selec- 
tive Service, with tho approval 
of the Prcaldcnt, may proacrlbe, 
either haa malnlalned n required 
-acholnatlc atandliiK, or Ima ot- 
talncd on a qualiricntlun teat a 
acoro, or both aiich slandinK npd 
acoro, to be preacrlbcd by tho 
Director of .Soloollve Service with 
tho approval of the Realdont. 

"(C) The Director of Selective 
Service la authorised to pncacrlbo 
auch quallfloatlon teat or tcata 
na he may doom neoegaary for 
carrying out the prawijona of 
Pnrf|i«ph (B) aeotlon 


nnd to prnaorlbo the procedurea 
for the ndnilnlatmlion of auoh teat 
or teata, for the certification of 
the reautta theruof, nnd fur the 
cortificiitiun of any other Infor- 
mation required III ciirrylnK out 
the pruvialona of Parii({raph (H). 

"(D) The I’liealdent may, from 
lime to time (1) dualRnate apodal 
cateKorlea of occupation, employ- 
ment, or aetlvlty eaaontlal to tho 
natlonnt health, aafoty, or Intor- 
eat; nnd (2) preacrlbo roKutatlona 
KovornInK. the deferment of Indi- 
vidual roKlatranta ongaKod In 
aiigh occupntlona, employmenia, 
or actlvltloa." 


ParaRvaph (A) of .Section 1022,13 
la amended to read iia followa: 

"1022.13 Cinaa ll-C: Reglatrant 
deferred bocauao of agricultural 
occupation, (A) In cinaa II-C 
ahnll bo placed any reglatrant 
who la employed In the produc- 
tion for market of a aubatantinl 
quantity of thoae agricultural 
commoditlea which are neceaaary 
to tho mmlntonaneo of the hatton- 
al health, aafoty, or' tntoroat, but 


only when nil of the conditlona I 
deacrlbed In paragraph (A) of 
.Section 10‘22.10 are found to ex- 
lat.” 

181 

Tho table of contonla of part 
1022 la amended by Inanrting Im- . 
modlntely after "1022,28 Identifi- 
cation of CIe,aa I-C reglatrant 
tranaforrod to a roaerve eomno- 
nent of tho armed forcea,” the 
following; "1022,29 tdcntificatioh 
of Cinaa II-A rcglatranta who are 
atudenta," 

14 ] 

The following now aeetlon la i 
added to part 1022 immediately | 
following Section 1022.28:, I 

"1022,20 Identification of Cinaa ' 
If-A rcglatranta who are atudenta. 
Whenever a reglatrant la claaal- 
fled In Claaa II-A by reaaon. of 
hla activity In aludy hla claaalflca- 
tlon ahall bo followed with the 
Identification '(S)' whenever It 
appeare on any record of auch 
reglatrant." 

Hakrt S. Truman. 

The White Houaa, 

March II, IMl. . 








f ’ ^ ■' 
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Attachment A 


Comments of the following Offices are attached: 

Office of Special Operations Medical Office 

Office of Policy Coordination Inspection and Security Office 

Office of Operations Finance Office 

Office of Research and Reports Administrative Services Office 

Office of Collection and Dissemination 

Office of Scientific Intelligence 


The following Offices made verbal conanent or did not report, as Indicated: 

Office of Intelligence Coordination - Not Represented 
Office of National Estimates - Verbal Report 
General Counsel > Verbal Report 
Management ^ Verbal Report 
Personnel - Verbal Report 

Office of Current Intelligence - Verbal Report 
Procurement - No Report 
Training - Not Represented 





/f/t- ^ - ax cr- 
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REST[!;..i0 

Security Informotlorf 


MI'lMOfiANDUM FOR: Deputy Director (Administration) StH 1 1 1952 


SUBJECT: Revision of CIA Regulation 


25X1 A 


1. There is attached as Tab A a proposed revision of CIA Reg- 
ulation I I Restoration of Federal ismployeea Pursuant to the 
Selective Service Act of 19liG> as Amended. This proposal was origin- 
ally submitted to your office with a memorandum from the Acting AD/p 
dated 1 August 1952 (Tab B) and was returned to this Office bearing 
the concurrence of the CIA Security Officer (Tab C). 

2. Most of the procedural material contained in the original 
draft has been removed for Internal (Personnel Office) publication. 

No significant changes have been made in the substantive material as 
it was presented in the draft submitted with the memorandum of 

1 August. 


W. H. H. MORRIS, JR. 
Assistant Director (Personnel) 


ATTACHMENTS: 

Tab A - Revision of CIA Regulation No. 

Tab B - Revision of CIA Regulation No. 

(Submitted to DD/A on 1 August 19^2) 
Tab C - Memorandum from CIA Security Officer 
dated l6 August 1952 


25X1 A 


25X1 A= 


RESTRICTED 

Security Information 
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Tab A 


Revision of CIA Regulation No. 


25X1 A 




.Security Information 
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Security /nformati 


on 


Tab B 


Revision of CIA Regulation No. . 
(Submitted to DD/a on 1 August 3^52) 


25X1 A 



I 

I 

■i- 
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Bocurily Inform, 'ition 


Tab c 


Memorandum from CIA Security Officer 
dated 16 August 1952 
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RESTRICTED 

CENTRAL INTELLIQEWCE AOENCY REGULATION 


25 X 1 A 


Zk July 1951 

l 4 . INCENTIVE AWARDS PROORAM 

A. (1) In accordance with this Regulation the Agency may grant cmployoeo; 

(a) Awordo for meritorious suggeations. 

(b) Cash awards or stex) increases for superior accomplishments con- 
tributing to outstandlxig efficiency sued economy in administration. 

(c) Step increases for superior accomplishment, 

(2) The Deputy Director (Administration) is authorized to approve awards 
recommended by the Efficiency Awards Committee. 

(3) The Efficiency Awards Committee shall meet at the coll of the Chair- 
man and shall be constituted as follows; 


Assistant Director (Personnel) 
Advisor for Management 
Comptroller 
Personnel Director 
Personnel Relations Officer 

( 4 ) The Personnel Director shall; 


Chairman 
Vice -Chairman 
Member 

Advisor (without vote) 
Recorder (without vote) 


(a) Give full internal publicity to the program and publicize awards 
to employees in CIA publications. 

(b) Report annually through the Comptroller to the Bureau of the 
Budget on the status of the program. 

(c) After appropriate determinations have been made, initiate the 
documents required to effect payments and act as approving 
officer for such payments, 

B. Conditions Governing Awards. 

(1) All civilian employees of CIA are eligible for awards under the 
program. 

( 2 ) Cash awards or salsury Increases awarded under the program shall be 
in addition to regular compensation. 

(3) Acceptance of cash awards for meritorious suggestions shall be a full 
release to the Government from emy and all claims by the employee, 
his heirs, executors, administrators, or assigns for the use of such 
suggestions. 

( 4 ) Not more than one award shall be made to an employee for any one 
suggestion unless the actual first year savings are sufficiently 
greater than the estimate of savings on which the original award 
was based. 

RESTRICTED 
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U. 


$1 

- $1,000 

$1,000 

- $10,000 

$10,000 

- $100,000 

$100,000 

- or more 


24 July 1951 

(5) No two employees may lie given cash awards or salary increases for the 
sane Improvement except In a shared or group award. 

Awards for Meritorious Suggestions. 

(1) Cash awards for savings resulting from adoption of a meritorious sug- 
gestion shall bo based on the estimated first year's savings in ao- 
eordance with the following table, unless the Deputy Director 
(Administration) determines a different amount is Justified. The 
total of such awards shall not exceed $25,000 during one fiscal 
year. Awards under this authority are authorized only for sugges- 
tions outside the normal requirements of the duties of the 
suggester. 

ANNUAL SAVINGS CASH AWARDS 

$10 for each $200 of savings with a 
minimum of $10 for any adopted suggestion. 
$50 for the first $1,000 of savings and 
$25 for each additional $1,000 of savings. 
$275 for the first $10,000 of savings and. 

$50 for each additional $10,000 of savings. 
$725 for the first $100,000 of sayings and 
$100 for each additional $100,000 of savings' 
provided that the meocimum award for any one 
suggestion shall not exceed $1,000. 

(2) Awards for Improvements Not Necessarily Resulting in : /vngs. 

Cash awards may be authorized for suggestions which result in Increased 
efficiency, conservation of property, improved working conditions, 
better service or other improvements whether or not an identifiable 
monetary saving results. Awards shall be commensurate with antici- 
pated benefits and will be determined by the Committee. 

(3) Honor Awards 

Certificates, medals or other emblems may be awsurded: 

(a) In addition to monetary awards. 

(b) In recognition of exceptional service not meriting a cash 
award. 

(4) Submission of Suggestions 

Entployees may submit suggestions directly to the fersonnel Director or 
throu^ supervisory channels. These should be in duplicate and include: 


(a) Name of employee. 


RESTRICTED 


- 2 - 
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CENTRAL IMTELLIQENCE AQENCY REOULATION 

24 July 1951 

Title and grade, 
c) Division and Office. 

(d) Detailed description of the suggestion, with a statement of 
monetary savings which will result or have resulted In the 
first year of operation, or the ‘basis for opinion that other 
exceptional benefit to CIA will result. 

(5) Action on Suggestions 

(a) The Personnel Director will: 

(1) Remove the identification of the suggester and submit 
each suggestion to the appropriate Offices for review. 

(2) Submit suggestions concerning organization and procedures 
"" to the Advisor for Management for review. 

(3) Submit evaluated suggestions to the Committee. 

(4) Enter in the employee's file a record of his suggestion. 

(b) Whenever the Deputy Director (Administration) believes that a 
suggestion would benefit the Federal Gtovemnent generally, he 
may report it to the Director of the Bureau of the Budget for 
dissemination to all Departments and Agencies. In such case 
no addltloned award may be authorized for the suggester. 

D. Cash Awards or Step Increases for Superior Accon^llshments Contributing 
to Outstanding Efficiency and Economy in Administration. 

(1) Cash Awards for Efficiency 

Cash awards may be authorized for savings made in the conduct of an 
employee's own operations whether such savings are the result of a 
suggestion or other personal accomplishment. Such an award shall 
not exceed 25 per cent of the estimated savings in the first year 
of operation, nrr an amount equal to three times the step increase 
of an en^loyee's grade. 

(2) Step Increases for Efficiency 

A salary increase of one, two or three steps may be authorized for 
a siiggestlon or superior accomplishment in the conduct of an en^loyee's 
own operations which results in such substantial savings to CIA that 
limitations on the amount of cash awards would result in Iradequate 
reward. The annual rate of such a salary increase shall not exceed 
25 percent of the estimated savings for the first year, nor three 
salary steps in the individual's grade. 

(3) Shared or Group Awards 


Where contribution to the improvement of efficiency has been made by 
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more than one employee, all employees contributing, including 
supervisors, may share awards — each sharing in proportion to his 
contribution. The total amount awarded may not exceed the amount 
authorized for this type of award. No .two employees may be given 
cash awards or salary increases for the same improvement except 
in a shared or group award. 

(1|-) Submission of Recommendations 

(a) Where recommendations are based upon a meritorious suggestion, 
follow procedures under C, 

(b) Where, in the review of operations of their respective Offices, 

Office heads discover supervisors and employees whose superior 
accomplishments contribute to outstanding efficiency and economy 
i’, administration they may recommend awards under this section. 

Such recommendations will be forwarded to the Personnel Director. 

Each recommendation must be specific and well documented and must 
include : 

(1) Names of the supervisors and the employees recommended for 
"" awards . 

(2) A complete description of the methods, procedures, organizational 
changes, etc., contributing to Imj-rovementB resxilting in out- 
standing efficiency and economy in administration. 

(3) Supporting documentation of the contrihutlon of each super- 

*” visor and employee where group or shared awards are recommended. 

E. Step-Increases for Superior Accomplishment 

(1) Awards I 

(a) A salary increase of one step may be granted an employee for; 

(1) Sustained work performance of a high degree of efficiency. 

(2) The initiation and development of a suggestion, over and 
above the normal requirements of his position, which in- 
creases efficiency; or 

(3) Special service of an outstanding nature, whether or not 
the performance, suggestion or special service res\fLts in 
substantial economies. 

(b) No employee shall be eligible for more than one such step-increase 
within the time period between normal step-increases for his 
grade . 

(2) Basis for Awards 


To qualify for this award the employee must meet one of the following 
standards; 
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(a) Sustained work performance for a period of at least three 
months of such nature that it not only meets the requirements 
for the highest attainable efficiency rating but merits dis- 
tinction among those vho are given such rating or among those 
whose current work performance Is sufficiently outstanding to 
Justify such rating; or 

(b) Initiation of an Idea, method or device, which has been developed 
and adopted because it Is expected to improve the public service 
or provide for more economical operation In the public interest; 
or 

(c) A special act or service in the public interest, related to 
official employment, over and above normal position requirements, 
of an unusual or distinctive character, where its recognition 

as a basis for an additional advancement would serve as a 
definite incentive to others. 

(3) Submission of Recommendations 

(a) Office heads may recommend to the Committee through the Personnel* 
Director employees whose performance merits such recognition. 

(b) Recommendations must include: 

(1) A statement that the employee has had a performance rating 
~ of "outstanding" for a period of at least six months 

immediately preceding the date of the recommendation, or 
that he merits such a rating at the time of the recommendation. 

(2) A description of how the employee should perform to meet 
the standards normally expected in the position and a 
description of the employee's performance which merited 
an "outstemdlng" efficiency rating. This should include 
facts concerning the quantity and quality of work, manner 
^of performance personal traits , and how the employee^j3 
performance ^inerits distinction among other employees rated 
"outstanding . " 

(c) Types of acts or service which might Justify such an award are; 

(1) Distinguished achievement in improving the morale of 
employees, 

(2) Outstanding contribution to management or operations. 

(3) Monetary savings to the Government. 

(?) Act, service or valor over and above the call of duty. 

(5) Performance which has involved the overcoming of unusual 

difficulties . 
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(d) Examples which hy themselves are not acceptable for recommendation 
for superior accomplishment awards are : 

(1) Long hours voluntarily worked. 

(2) Loyalty to the service. 

(3) Performance rating of satisfactory. 

(4) Performing duties of a higher grade, which situation could 
” have been corrected by reallocation. 

(5) Long and faithful service. 
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25X1 

Director of Central Intelligence Effective : 24 July I951 

Rescinds ; Pages 1-7 of 

1 April 1951 
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111. INCENTIVE AWARDS PROGRAM 

A, (1) In accordance with this Regulation the Agency may grant employees; 

(a) Awards for meritorious suggestions. 

(b) Cash awards or step increases for superior accomplishments con- 
tributing to outstanding efficiency and economy in administration, 

(c) Step increases for Superior accomplishment. 

( 2 ) The Deputy Director (Administration) is authorized to approve awau’ds 
recommended by the Efficiency Awards Comridttee, 


(3) The Efficiency Awards Committee shall meet at the call of the Chair- 
man and shall be constituted as follows: 


(a) Assistant Director (Personnel) 

(b) Advisor for Management 

(c) Coinptr oiler 

(d) Personnel Director 

(e) Personnel Relations Officer 

(1;) Tne Personnel Director shall: 


Chairman 

Vice-Chairman 

Member 

Advisor (without vote) 
Recorder (without vote) 


(a) Give full internal publicity to the program and publicize awards 
to employees in CIA Publications. 


(b) Report annually through the Comptroller to the Bureau of the 
Budget on the status of the program. 


(c) After appropriate determinations have been made, initiate the 
documents required to effect payments and act as approving 
officer for such payments, 

B, Conditions Governing Awards, 


(1) All civilian employees of CIA are eligible for awards under the 
program, 

(2) Cash awards or salary increases awarded under the program shall be 
in addition to regular compensation, 

(3) Acceptance of cash awards for meritorious suggestions shall be a full 
release to the Government from any and all claims by the employee, 
his heirs, executors, administrators, or assigns for the use of such 
suggestions. 

(1^) Not more than one award shall be mads to an employee for any one 
suggestion unless the actual first year savings are sufficiently 
greater than the estimate of savings on >rtiich the original award 
was based. RESTRICTED 
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(5) No two employees may be given cash awards or salary Increases for the 
same improvement except in a shared or group award, 

C. Awards for Mex’itorious Suggestions. 


(1) Cash awards for pavings resulting from adoption of a meritorious sug- 
gestion shall be^ based on the estimated first year’s savings in ac- 
cordance with the following table, unless the Deputy Director (Admin- 
istration) determines a different amount is justified. The total of 
such mvards shall not exceed il!'>2^,000.'CX5’'each fiscal year. Awards un- 
der this authority are authorized only for suggestions outside the 
normal requirements of the duties of the suggestor, 

^ '^"'fflUAL* SAVINGS CASH AWARDS ' ' ^ 


$1 - $1,000 
$1,000 - $10,000 
$10,000 - $100,000 
$100,000 - or more 


$10 for each $200 of savings with a 
minimum of $10 for any adopted suggestion, 
^50 for the first $1,000 of savings and 
$25 for each additional $1,000 of savings. 
$275 for the first $10,000 of savings and 
$50 for each additional $10,000 of savings. 
$725 for the first $100,000 of savings and 
$100 for each additional $100,000 of savings 
provided that the maximum award for any one 
suggestion shall not exceed $1,000. 


(2) Awaids for Improvements Not Necessarily Resulting in Savings. 


Cash aweurds may be authorized for sxjggestlons which result in Increased 
efficiency, conservation of property, improved working conditions, 
better service or other improvements whether or not an identifiable 
monetary savingji, results. Awards shall be commensurate with antici- 
patea benefits and will be determined by the Committee. 

( 3 ) Honor Awards 

Certificates, medals or other emblems may be awarded; 

(a) In addition to monetary awards*- 

(b) And Xn recognition of exceptional service not meriting a 
cash award. 

(4) Submission of Suggestions 

Employees may submit suggestions directly to the Personnel Director or 
through supervisory channels. These should be in duplicate and include: 

(a) Name of envloyee* 

RESTRICTED 
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(b ) Title and grade * 

(c) Division and Office* 

(d; Detailed description of the suggestion, vlth a statement of 
monetary savings which will result or have resulted in the 
first year of operation, or the basis for opinion that other 
exceptional benefit to CIA will result, 

(5) Action on Suggestions 

(a) The Personnel Director will: 

(1) Remove the identification of the suggester and submit 
each suggestion to the appropriate Offices for review. 

(2) Submit suggestions concerning organization and procediires 
to the Advisor for Management for review. 

(3) Submit evaltiated suggestions to the Committee. 

(^) Enter in the employee's file a record of his suggestion. 

(b) Whenever the Deputy Director (Administration) believes that a 
suggestion would benefit the Federal Government generally, he 
may report itto the Director of the Bttreau of the Budget for 
dissemination to all Departments and Agencies. In such case 
no additional award may be authorized for the suggester. 


25X1A 


D. Cash Awards or Step Increases for Superior Accompllshzoents Contributing 
to Oitsteuidlng Efficiency and Economy e«d in Administration. 

(1) Cash Awards for Efficiency 

Cash awards may be authorized for savings made in the conduct of an 
employee's own operations whether such savings are the result of a 
suggestion or other personal accomplishment. Such an award shall 
not exceed 25 per cent of the estimated savings in the first year 
of operation, nor an amount equal to three times the step increase 
of an employee's grade. 

(2) Step Increases for Efficiency 

A salary increatie of one, two or three steps may be authorized for 
a suggestion or superior accomplishment in the conduct of an employee's 
own operations which results in such substantial savings to CIA 
that limitations on the amount of cash awards would result in in- 
adequate reward. The annual rate of such a salary Increase shall 
not exceed 25 per cent of the estimated savings for the first year, 
nor three salary steps in the individual's grade. 

(3) Shared or Group Awards 

Where contribution to the isq^rovement of efficiency has been made by 


-3- 
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more than one employee, all employees contributing, including 
supervisors, may share awards — each sharing in proportion to his 
contribution. Q?he total amount awarded may not exceed the amount 
authorized for this type of award. No two enqployees may be given 
cash awards or salary increases for the same Improvement except 
in a shared or group award. 

(4) Submission of Recommendations 

(a) Where recommendations are based upon a meritorious suggestion, 
follow prQced\uxs under C. (4). 

(b) Where^in the review of operations of their respective Offices, 

Office heads discover supervisors and en^loyees whose superior 
acconqplishments contribute to outstanding efficiency and economy 
in eidministratlon they may recommend awards under this section. 

Such recommendations will be forwarded to the Personnel Director. 

Each recommendation must be specific and well documented and must 
Include : 

( 1) Names of the supervisors and the employees recommended for 
awards . 

(2) A complete description of the methods, procedures, organizational 
changes, etc., contributing to improvements resulting in out- 
standing efficiency and economy in administration. 

(3) Supporting documentation of the contribution of each super- 

”” visor and employee where group or shared awards are recommended. 

E. Step-Increases for Superior Accomplishment 

(1) Awards 

(a) A salary increase of one step may be granted an en 5 )loyee for: 

(1) Sustained work perfoimnce of a high degree of efficiency. 

(2) The initiation and development of a suggestion, over and 
above the normal requirements of his position, which in- 
creases efficiency; or 

(3) Special service of an outstanding nature, whether or not 
the performance, suggestion or special service results in 
substantial economies. 

(b) No employee shall be eligible for more than one such step-increase 
within the time period between normal step-increases for his 
grade. 

(2) Basis for Awards 

TO qualify for this award the en^loyee must meet one of the following 
standards: 


RESTRICTED 
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(a) Sustained vork performance for a period of at least three 
months of such nature that it not only meets the requirements 
for the hipest attainable efficiency rating but merits dis- 
tinction among those who are given such rating or among those 
whose current work performance is sufficiently outstanding to 
justify such rating; or 

(b ) Initiation of an idea, method or device , which has been developed 
and adopted because it is expected to improve the public service 
or provide for more economical operation in the public interest; 
or 

(c) A special act or service in the public interest, related to 
official employment, over and above normal position requiarements, 
of an unusual or distinctive character, where its recognition 

as a basis for an additional advancement would serve as a 
definite incentive to others. 

(3) Submission of Recommendations 

(a) Office heads may recommend to the Committee through the Personnel 
Director employees whose performance merits such recognition. 

(b) Recommendations xmist Include: 

( 1) A statement that the employee has had a perfonnance rating 
of "outstanding" for a period of at least six months 
immediately preceding the date of the irecommendation, or 

that he merits such a rating at the time of the recommendation. 

(2) A description of how the employee should perform to meet 
the standards normally expected in the position and a 
description of the employee's performance which merited 
an "outstanding" efficiency rating. This should include 
facts concerning the quantity and quality of work, manner 
of performance, personal traits, and how the employee's 
performance merits distinction among other employees rated 
"outstanding," 

(c) Types of acts or service which might justify such an award are* 

(1) Distinguished achievement in inq>rovlng the morale of 
■“ eiiq>loyees . 

(2) Outstanding contribution to management or operations. 

(3) Monetary saving? to the Government. 

(W) Act, service or valor over and above the call of duty. 

(5) Performance which has Involved the overcoming of 
unusual difficulties. 

RESTRICTEiD 
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(d) Examples. which by themselves are not acceptable for 
recommendation for superior accomplishment awards are: 

(1) Long hours voluntarily worked. 

(2) Loyalty to the service. 

(3) Performance rating of satisfactory. 

(5) Performing duties of a higher grade, which situation could 
have been corrected by reallocation. 

(5) Long and faithful service. 


25X1A 

Director Effective: 

Rescinds—! Pages 1-7 

of I |l April 1951 25X1 
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AWAl^. FAY INCRKASES 


Legal basis 
uegalabion 


Typo of Act 
Covered 


Results Required 


Type of award 


Section lit. Public Law Section 7-2, Public I^aw 

k29, 6lst Congress 


600, 79’fcii Congress 
Executive '^rder 9817 


Improvements which 
are not part of 
employee's normal 
job requirements 

I.'Iust yield tangible 
savings or 
intangible benefits 

Cash 


Section 2J?,l5, Federal 
Personnel Manual 

Imjerovements 
Sustained performance 
Special acts or 
services 

Must yield tangible 
savings or 
intangible benefits 

1 step increase 


MA^?AG^i»IT IMPROVEffiNT 
AWARDS 


Title X, Public Law 1+29, 
8lst Congress 

Bureau of •the Budget 
Circular A-8 and Supplement 

Improvements 
Sustained performance 
Special acts or services 


Must yield tangible sa-vlngs 
in employee's ovm operatio'^s 


Cash or 1, 2, or 3 step 
increase 


■Jf-Honorary awards excluded 
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MEMORANDUM FOR: Deputy Director (Adiniiiistratlon) 

SUBJECT : Revision of Regulation No. | | 25X1 A 


1. This rewr ite grants auth ority to the Deputy Director 
(Administration approve awards for presentation 
hy the Director of Central Intelligence or the Deputy Director of 
Central Intelligence and will take the workload off the Director's 
Office. As your Office becomes approving authority, it was recom- 
mended a new Chairman be named. The Committee has recommending 
authority only. 

2. The General Counsel, Comptroller and Auditor have concurred 
in the revision. Personnel concurred with the comment that the 
Personnel Director should be Chairman of the Committee instead of 
the Advisor for Management. This was discussed with Mr.| □ who 
felt that the Advisor for Management was a more neutral official for 
determining the merit of suggestions. 

3 . Recommend approval. 
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IJ) Juno 19^1 


IffililORAUDUIi FOR: Advisor for Management 

FROM: Personnol Ey.rector ILLEGIB 


SUBJECT: 


Draft - Incentive Awards Program. 


1. I am returning your draft of the Incentive 
Awards Program on which you requested my comments. 

2. Inasmuch as the entire responsibility for 
the administration of this program seems to be re- 
flected in the Personnel Office’s responsibility, 

I would like to recommend that the Advisor for Manage- 
ment be a member of the Committee and not Chairman. 

If this recommendation is accepted, I believe the 
logical Chairman for a completely personnel function 
should be the Assistant Director for Personnel, when 
he enters on duty. 
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WILLIAM J. KELLI 
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G0mi'I])EM'.L'X/a 
Sociu'’ity Inl'oi’mation 


CENTRAL AGEHOY miGUL/^TIOM | 

1 AugUDt 1952 

1;^. HiliSOMEL l':VilI..UATION 

A. Policy- 

In accordance rrith ‘the bacic personnel policy of -the Central 
Intolliconco Agency (See CIA Eogulabion I L 

a program of personnel evaluation is provided as a nr;uicipal 
means of developing .and .) maintain ing an effective staff and pro- 
moting the moG'b satisfactory re].a-bionsh-ip between each individual 
and liis supervisor. 

B. Scope of Program 

The personnel evaluation prograjn includes all staff employees 
and staff agents of the Centi’al Intelligence Agency whe'bher 
on duty in headquarters or in the field. 

G. Form and Frequency of Reports 

(1) CIA Form No, 37-191^ Personnel Evaluation Report, shall be 
used to record evaluat'ions. 

( 2 ) Supervisors shall prepare a personnel evaluation for each 
individual at 'l-he end of his f'irst nine months of service 
with the Agency and annually -bhei-eafter, and at such other 
t dines as directed. 

D. Responsib’ility 

The Assistant Director (Personnel) is responsible for administering 
this program. 


FOR THE DEREGTOR OF CENTRj\L INTELUGENCE: 


Acting Deputy Direcuor Effective; 1 August 1992 
(Administration) Rescind : Page 1 of 

11 July ifer 


CONFIDENTIiVL 
Security Information 
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16. EPFIGIm^NCY R.EP0RTS ON MILITARY OFFICERS 

A. Efficiency reports will be submitted on military officers on duty 
with the Central Intelligence Agency in accordance with policies 
established by the Personnel Policy Botird, Office of tho Secretary 
of Defense. 

B. The immediate supervisor of a military officer will accomplish 
efficiency reports at such times, and in such form as may be re- 
quired by the parent service of the officer concerned. 

G. Subject to the procedures prescribed by the parent service of the 
officer concerned, all efficiency reports will be reviewed and en- 
dorsed by a military officer who is senior to the officer reported 
upon . 

D. The following tj'pes of efficiency reports vdll govern assignment 
relationships between supervisors and officers upon whom efficiency 
reports are orepared: 

(1) Micro the immediate supervisor is a senior officer of the 
same service, the evaluation will be accomplished on the 
form of, and in the manner prescribed by, the parent service 
concerned. 

(2) tihere there is no immediate supervisor of the same service, 
the immediate civilian supervisor, or the military supervisor 
of another service, will evaluate the rated officer's manner 
of performance in letter form. Such report will be attached 
to the standard service evaluation report form, vjhich will 
have the administrative information portion completed. 

(3) Where the detailed nature of the duties to which the rated 
officer is assigned contain classified security information, 
only a sufficiently brief resume to represent performance 
and duties in unclassified language will be contained in tiie 
report, whether in standard or letter form. 

(I|.) When an evaluation, whether by a military or civilian super- 
visor, contains an adverse statement, the procedure to be 
followed vjill be in full conformance with the existing re- 
gulations of the parent service of the rated officer. 


CONFIDENTIAL 


Information: 
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E. Letter type reports, whether prerared by civilian or military 
supervisors, will include sufficient information to furnish a 
fair and comprehensive picture of the performance of the officer 
repoited upon. In addition, specific characteristics upon which 
the parent services require evaluation from time to time will be 
brouphb to the attention of the supervisor concerned at the time 
an officer's rating is prepared, 

E. The Chief, Military Personnel Division, Central Intelligence Agency^ 
IS responsible for monitoring the prompt submission of adequate 
efficiency reports on all officers assigned to the Central Intel- 
ligence Agency by the military services. His office will maintain 
appropriate indj.vidual records, files of current service policies 
and procedures concerning efficiency reports, <and reporting schedules 
to insiu'-e their prompt and adequate submission. This office will 
notify supervisors of reporting requirements and will provide 
procedural guidance in the interest of confonnity. Completed 
reports will be routed through the Chief, Mi.litary Personnel 
Division, to the appropriate service of the Department of Defense. 



r CONniSENTIAl 

Security tnformfttion 
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10 March 


TO: Deputy Director (Administration) 

FROM: Chief, Military Personnel Division 

SUBJECT: Officers' Efficiency Reports 


1. PROBLEM, To establish a reliable procedure for assuring timely 

submission of adequate and valid reports of officer's performance 

in a CIA assignment. 

2, FACTS BEARING ON THE PROBLEM. 

a. CIA procedure for rating assigned officers involves peculi- 
arities which are common to a quasi-militazy organization, and are 
prone to be regarded by the services as "exceptional" cases which 
depart from the military norm, 

b. Supervisors are often unfamiliar with accepted rating tech- 
niques, with the importance of such ratings, and with the uses of 
ratings in future actions which affect officers' careers. 

c. The organization structure of CIA makes it unlikely that 
an. officer's immediate superior will be his senior in the same 
parent service, 

d. CIA must abide by the regulations of each of the parent 
services concerning preparation, content, and frequency of tatings, 

e. Ratings in any form must be as comprehensive as security 
considerations permit, and commensurate with the services performed. 

. DISCUSSION, 

a. Service procedures for preparing and submitting reports are 
responsible for the difficulties arising in implementing them 

within CIA, Two general areas need improvement: 

(1) Education of supervisors in rating techniques. 

(2) Administration of administrative control to see 
that the obligations of CIA are discharged, 

b. The education problem can be readily solved by publishing 
conp)rehensive instructions for use throughout the Agency . Present 
instructions leave considerable room for interpretati on, re sulting 
in lack of uniformity. A revision of CIA Regulation I [ and 
publication and distribution of administrative policy notice appear 
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advisable. Enclosing a copy of this notice with each notification that a 
rating is required, will further insure that complete instructions are 
available when and where they are most needed. Draft instructions ore 
attached as Annexes A, B, and D, 

c. The responslhlllty for monitoring all aspects of the rating of 
officers properly belongs to the Military Personnel Division. Preparation 
of the rating itself is a responsibility of supervisors, Each supervisor 
should be made aware that his performance of duty is measured, in part, by the 
manner in which this responsibility is discharged. The proposed notice is 
intended to make this clear. 

d. To preclude any tendency by service selection boards to depreciate the 
value of non-standard letter reports of officers' efficiency, it is considered 
advisable to point out to the chiefs of the parent service the problem of 

CIA in regard to conventional rating procedures, and the fact that non- 
standard ratings will prevail. A draft letter, for the Director's signature, 
is attached as Annex C. 

4. CONCLUSION. A vigorous program should be instituted to familiarize all 

supervisors with rating techniques and CIA policies and procedures on 
the subject. 

5. ACTION RECOMMENDED. 

a. That attached drafts, (CIA Regulation I I policy aotlce, anti in- 25X1 A 

structions), be approved and published. (Tabs A, B, and D) 

b. That the attached policy notice accompany each request for efficiency 
rating, 

c. That the attached letter be signed by the Director, Central Intelligence 
Agency, and forwarded to the Chief of Staff of each of the services. (Tab C, 
with signature slips). 


25X1 A 

Colonel USAF 

Chief, Military Personnel Division 


ANNEXES: 


Annex A - Proposed revision, CIA Reg 
Annex B - Proposed notice, DDa 
Annex C - Proposed Itr to military services 
Annex D - Proposed instruction, MPD 

Note: Annex A forwarded under separate cover. 


25X1A 
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CONCUREENCESs 


/b/ George E. Meloon 

Pereonnel Director 


/s/ F* Trubee Davlsion 

Deputy Director (Personnel) 


/s/ Walter Reid Wolf 

Deputy Director (A) 


ACTION BY APPROVING AUTHORITY; 


/b/ Walter B. Smith 
Director 
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UjpCe lyLemoTMUum ♦ united states government 


aTANOAriD r^onM no. 04 


TO : Director of Personnel 

FROM : Chief, Military Personnel Division 

SUBJECT: Military Officer Promotion Policies 


DATE: 2 May 19!;1 


25X1 A 


1. In compliance with memo from Mr*| 
ing information is supplied: 


3 dated 1? Apr $ 1 , the follow- 


2o All Services now handle normal officer promotions through central 
promotion boards. The processes are generally as follows: 

ARMY : DA Circular 22, dated 28 Mar 5l) establishes zones created by 
dates of rank, the members of which ai-e automatically considered for promotion 
by boards which began convening about 2 Apr ^1. This procedure applies to 
all officers except general officers and 2d Lieutenants, the latter being 
allowed a policy more liberal than the normal zone of consideration. 


AIR FORCE : Department of Air Force announces at irregular intervals 
by radio messages the zones of consideration by dates of rank which the pro- 
motion boards will consider. 

NAVY AND MARINE ; The Navy Promotion Boards require selection boards 
and. vacancies for all promotions of officers to the rank of Commander (Navy) 
or Lt. Col, (Marine) and above. Selection boards without the vacancy require- 
ment are utilized for all lower ranks with the exception of Ensign (Navy) and 
2d Lieutenant (Marine), which are allowed a more liberal policy, 

3. Two of the Services allow the promotion of outstanding officers 
outside the normal zone of consideration upon recommendation by a major 
commander. 


ARMY : DA Circular 22 allows major commanders to submit recommen- 
dations for promotion of outstanding officers based upon time-in-grade 
which (for Army) includes Reserve and National Guard time, and is of a 
shorter period than the date-of-rank zone. These promotions can constitute 
only of the promotions made. 

AIR FORCE : Department of Air Force, as mentioned in 2 above, 
handles each promotion list separately. Information relative to forth- 
coming promotion lists has been disseminated by AF radiograms. It has been 
their policy, however, to allow a special "secondary" zone of consideration 
for outstanding officers, limiting it, as in the Army, to 3^. 

NAVY AND MARINE : Navy has no zone of special consideration for 
promotion of officers. 


« 1 - 
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ii. The policy of "spot" promotions and "battlefield" promotions has 
largely been discontinued. 

ABMY t Battlefield promotions are allowed only in zones designated 
by Department of Array. Korea is the only current area where such promotions 
are made, In these cases FEC can promote up to promotion to the rank of 
Lt, Col,, and DA must approve promotions to Colonel, 

AIR FORCE t The Air Force has used "spot promotions" which are effective 
only while the officer remains in the particular area in which such promotions 
are authorized. At the present time, Korea is the only such area. An Air 
Force spokesman at Hq USAF says that such promotions will probably be dis- 
continued because of the unfortunate public relations attendant upon an officer's 
apparent demotion when he leaves the combat area, 

NAVX AND MARINE ; The Navy has discontinued its "spot promotion" 

policies. 

It is suggested that a promotion board composed of senior officers 
be established within the Agency for the purpose of considering special 
consideration-type promotion recommendations (the so-called "secondary zone" 
promotions) for the Agency and for proposing action on any other type of 
exceptional cases, 

6, It is recommended that the several components of this Agency be 
advised by regulation, or other appropriate administrative means, that all 
militaiTy promotions will be processed through the Military Personnel Division. 
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“T-77 7-5 


2 May 19$1 


MEMORANDUM FOR: Assistant Director for Special Operations 
Assistant Director for Policy Coordination 
Assistant Director for Operations 


SUBJECT : Avrards and Decorations 


1, The Director has considered the problem of awards and decora- 
tions for civilian employees of CIA and has stated the following policy: 


a. Military medals are the responsibility of military 
field commanders and should be recommended and awarded hy 
such commanders in accordance v/ith Defense Department poli- 
cies and regulations, 

b. Assistant Directors may recommend, upon appropriate 
occasions, the av^ards of the Medal of Freedom and the Medal 
of Merit. Such recommendations, when adequately supported 

'^"’and approved by the Director, vdll be submitted to the Pres- 
ident as required by existing Im and policy. 


/ 2, It is the opinion of the Director that recommendations for 
awards of civilian medals should be relatively rare, particularly in the 
case of the Medal of Merit which should be recommended only under very 
exceptional circumstances,/ 


cc : Mr, Kirkpatrick 
1)D/P 
P^rs Dir 

^dv for Mgmt - w/background file 
( Gen Coun 


WALTER REID TOF 
Deputy Director 
( Administration ) 
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SUBJECT: Awards and Decorations 

TO: Deputy Director (Administration^ 

FROM: Advisor for Management 


I. PROBLEM; Can CIA grant or secure authority to grant Military and Presi- 
dential Awards (Medal of Merit and Medal of Freedom) to civilian 
employees of CIA. 


II. DISCUSSION: 1. No conversations have been held with the Military 
Establishment except by roundabout means. 

2. The Director of Central Intelligence could recommend 
any military personnel or any employees of CIA who are 
assigned or attached to any of the Armed Services for any 
of the military awards under existing laws and Army 
Regulations . 

3. For awards of military decorations to other CIA 
civilians the General Counsel advises that in their 
opiiaion from the wording of the U. S. Statutes, CIA 
could not recommend military awards for civilian employees 
who were not in some way assigned or attached to the Armed 
Forces. 

k. The Director may now recoiranend any CIA employee for the 
Presidential Awards (Medal of Merit and Medal of Freedom). 
General Counsel suggests it may be more appropriate to sub- 
mit a specific request for each individvial rather than to 
request quotas. 


Ill 


IV. 

V. 


PiECOMMENDATIONS : 1. That specific cases for the Medal of Merit and the 

Medal of Freedom be submitted by the Director of 
Central Intelligence to the Office of the President 
for his approval. 

2. That the Director authorize the General Counsel 
to open negotiations with the Department of Defense 
to determine: 

a. The Procedure desired or required to process 
recommendations for awards for those en^loyees 
who are eligible to receive such awards due to 
the fact that they are assigned or attached to 

or working in con j\mction with the Armed Services. 

b. To determine possibilities of securing 
exceptions to known Statutes to provide a means 
for CIA to process recommendations for awards for 
personnel of CIA who are serving in hazardous 
positions in foreign areas not in conjunction 


with the Armed Services of the United States. 

^ 


CONCURRENCES: See Tab B 


General Counsel 
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ATTACHMENTS; Tab A - List of requested "quotas" by Office. 
Tab B - Comments by General Counsel. 


Approved ; 

Director or Deputy Director 
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Security Irrlormntion 
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TO: Deputy Director (Administration) 

FROM: Acting Assistant Director (Personnel) 

SUBJECT: Tour of Duty with CIA (Military Officers) 


Exeatliva fl agiotry 

ZEM331 

K - D- / a ^ 


1. PliOBLEM. 

To establish an Agency policy governing the normal tour of duty 
period for military officers. 

2. FACTS BEARING ON THE PROBLEM. 


a. The Secretary of Defense authorizes the detail of Army, Air 
Force, Navy, and Marine Corps officers to this Agency to fulfill re- 
quirements for personnel with current military knowledge, background, 
and status. 

b. Military officers, although under the operational control 
of this Agency, are governed, in general, by seirvice regulations. 

c. Each service has regulations and/or policies that are operative 
at present regarding the toiir of duty period in any one assignment. 

Three (3) years is usually considered by all services as the normal 
tour with four (U) years as maximum. The exigencies of the service 
determine the extent to which these regulations and/or policies are 
followed. (See Annex 1 for extracts from service publications). 

d. The Central Intelligence Agency does not have a formal 
career program for military officers. 

e. Officers assigned to this Agency for duty consist of (1) 
Regulars, (2) Reserves who have signed agreements with their parent 
service to remain on active duty for an indefinite period and (3) 

Reserves who have agreed to remain for a specified period (usually 
not over three (3) years). 

3. DISCUSSION. 


a. Maintenance of military effectiveness is of paramount im- 
portance to the service and to the officer, fr in e o -d u ty with CIA ^ 
l- nooe & earily - roducos a n offi - e - or *- o- assooiation ^fith-hio parent oerv - ie ef^y^^*^~^ 
Jais- ov e rall - military - laiowlqdge is a pt i>o bo i - mpoir e d r . 


b. Rotation of officers, in conformance with service regulations 
and/or policies will benefit CIA in that a constant flow of officers 
possessing current military knowledge will be maintained. In addition, 
a pool of CIA indoctrinated officers will result, and such officers 
could be utilized at a later date, if the service concerned concurs. 


restricted 

Security Information 


JU^: 3 1952 
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c. Return of those reserve officers who have a limited service 
commitment would be uneconomical provided such officers do not extend 
the commitment period beyond three (3) years, 

h. CONCLaSIONS. 

a. The establishment of a tour of duty policy would bo benefical 
to CIA, the service, and to the individual, 

b, l[n effective policy will forewarn CIA employers of officers 
of the limited availability period and will permit planning for re- 
placements. Projeote or ro iss i o n& - 


5 . 


ACTION RECOMMENDED. 


That the normal tour of duty be specified as three (3) years 
with extension to four (it) years in exceptional cases. (See 
Annex 2 for Proposed CIA Regulation), 

That reserve officers who have a limited service commitment 
be retained, after receipt of concurrence from the service, 
for the full period of such commitment. 


Deputy Director 
(Administration) 


RESTRICTED 

Suciir^y Informatton 


c. That further study be given to the development of a career 
program for officers required by this Agency and who desire 
CIA duty for an indefinite period. 


MATTHEW BAIRD 

2 ANNEXES: 

1, Extracts from Service Publications 

2, Proposed CIA Regulation 

ACTION BI APPROVING AUTHORITY: 


Approved ( disapp r ove d), exceptions, if ard 
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EXTRACTS FROM SKliVIGB PUBLIO/lTIONa 


1. Career Management for Army Officers. 

The following is quoted from TM20-605, Section II, par. 12; 

"12, Tour of Duty, 

a. Normal tour of duty will be 3 ye<ars except for foreign service. 
Foreign service tours will vary with climatic and living conditions 
and will be changed from time to time as directed by the Secretary 
of the Army. 

2. Air Force Policy. 

The following is extracted from Air Force Regulation No, 36-62 dated 
13 February 1952: 

"Sr -Jf ■5(' -)(• -Jf 

it- -;{■ -Sfr I't -x- •jf- -;!• -;'r -jt -!(• -js- 

2. POLICY. The following policy is announced for the guidance of all 
concerned in carrying out the provisions of section 201(d), Air Force 
Organization Act of 195l! 


a. Length of Tour of Duty, Four years is established as the maximum 
tour of duty within the Department of the Air Force and the Washington, 

D. C* area. This limitation does not preclude the reassignment of an 
officer at the completion of a three-year normal toiur. 

b. Exception to Four-Year Limitation. Subsequent to 18 March 1952, 
an officer serving in a current tour will not remain assigned or de- 
tailed to duty with the Department of the Air Force or within the 
Washington, D, C., eirea beyond a four-year period except as provided 
in paragraph 6. (This includes duty with the Department of the Air 
Force and/or other agencies or a combination of such duties.) Exceptions 
to this limitation may be made only when a longer period is found to 

be necessary in the public interest as the result of a special finding 
by the Secretary of the Air Force or the Chief of Staff, USAF, as 
applicable. Subsequent to 18 September 1952, exceptions to the four- 
year limitation within the Department of the Air Force will require a 
special finding by the Secretary of Air Force . All other exceptions 
require a special finding by the Chief of Staff, USAF. 

c. Reassignment or Detail, Subsequent to 18 March 1952, an officer 
relieved from duty with the Department of the Air Force or other Agency 
within the Washington, D. C., area will not again be assigned or detailed 
within two years to duty with such department or other agencies within 
the Washington, D. C., area. (Exceptions to this policy may be made only 
as indicated in b. above.) 


restricted 


Security Information 



//•' 
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3. Navy policy. 

The following is extracted from Section C-5102, Bureau of Naval Personnel 
Manual, 19i^6: 

C-^102. Officer notation of Duty, Afloat and Ashore. 

■ih if- -tf- it- i^ if- if- if- if- if- if- 
if- if- if- if if- if- it- if- if- if- if- 

(11) Normal tours of shore duty for line officers are: 

(a) Three years for captains and above. 

(b) Two and one-half to three years for commanders. 

(c) Two years for officers below the grade of commander, 

(12) For officers of the Staff Corps, a regular alternation between sea 
and shore cannot always be effected. Normal sequence generally will be: 
shore-sea-shore-foreign shore. The sequence may be modified by the 
exigencies of the service and the necessity to equalize the character 

of total service performed by officers of the same grades. For officers 
of the Nurse Corps the normal tour of duty in any one locality within 
the United States is 3 yearsj overseas assignment normally are for a 
minimum of 18 months. 

•Jf-Special Note: The Department of the Navy informally stated that the 
Navy now considers three (3) years as a normal tour of shore duty 
with extension to four (1+) years in exceptional cases. Exigencies 
of the service may vary this period in individual cases. 

i|.. Tour of Duty for Marine Corps Officers, 

Quoted from Par. 70$hf Marine Corps Manual: 

70$h - TOUR OF DUTY. 

”1, The normal tour of duty at any one location or in any one 
organization will be not more than 3 years, and where practicable, 
not less than 2 years, except for sea and foreign service. The 
normal tour of duty for sea and foreign service will be 2 years." 


RlSTRlCftD 

SecuritX.ln^rmaiion 
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22 May 1952 


MEMORANDUM FOR: Assistant Deputy Director (Administration) 

•P'ROM : Executive Officer for Deputy Director (Plans) 

SUBJECT ; Staff Study from Acting Assistant Director (Personnel) 

to Deputy Director (Administration), Subject; Tour 
of Duty with CIA (Military Officers), undated, with 
two annexes. 


1« In accordance with your informal request for comment or 
concurrence of this office concerning the subject paper, which is 
returned herewith, the following is submitted: 

a. This office does not concur in the second sentence 
of paragraph 3. a. of the staff study. This office believes 
that service with this Agency broadens an officer’s general 
knowledge and increases his over-all value to his service* 

It is therefore recommended that this sentence either be 
revised or deleted, 

b* The second sentence in paragraph ii.b. of the staff 
study and the first sentence of paragraph l.B. of the proposed 
regulation refers to "irreplaceable” officers. This office 
does not concur in the use of this word* The only irreplaceable 
or indispensible officers are resting in Arlington Cemetery, 

It is reccanmended that the second sentence of paragraph ii*b* 
of the staff study be deleted and it is further recommended 
that the words "of irreplaceable personnel," appearing in the 
first sentence of. paragraph 1*B, of the proposed regulation, 
be deleted, 

2, Subject to the comments contained in paragraph 1* above, 
this office concurs m the staff study and the proposed regulation* 
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Enclosure (1) 
cc: a/DD/p(a) 


RKTR/ctED 

Socuri/y Informalion 
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